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COAPIER T 
Se TROCES TION 


(8) 

Vedey porition clesetfication end job enelrale have 
provably eseused sore importence in covernmaent and industry 
then at ang tine in our history. This te the to eueh Teotors 
eas the postewer Indugtrial and business boos whieh bas 
fotused? mations’ stiention om jobw ard Job rates; te the boge 
pubite sud private jot rehabilitation preopgran, whieh oleces 
adie and Gisebled war veterene in ugetul Jobey ant to the 
prograne of stete and federnl coverrmente of tightening 
bhely worke and oseuming sere active and efficient control 
over the selection and trenefer of civtl service personnel. / 

Pele thesia ome undertaken te gummarive the signifies 
cance ond application of jcb enelyeis emi poeition clasaifi« 
on tion to public and private pareonnel RAE ORONE « 

Binee Jom enalrale end position ciaseificntion have 
been developed elaoet colinmaidentaliy br tuduetry and by 
. government for the sexe geners) curpese, it wep felt pare 
tiselarig impertent to examine thelr reluti one) ip. 

The ehaptere whieh follow attenpt te define the various 
types of jot analysis or powition cinaalfication currently 
in wee, and She present etetue of ench setivity; ert te 
diseuss the wafer poselble applieations of Job enelysis 
ant cosition cluseification for the bener{t ef the eapleyee 


ant of wmanaconent. 


(3) 


COAPZER If 
BEAY JOR AMALYRIE Ie 


Dearly all of ve beave some degree ef ‘otereat in jobs 

and Job informations 
thatever other decisions we may eveld weking 

in life there are few of ua who are not faced with 

the ehoice of em eocupetion., The nee? eppliee aiike 

te rich and poor, to the cifted end the deficient, 

the collece graduate ee well se the wnektilled Je bore 

er. frequentiy, the choline sunt be made not only 

once tut several tince. 4m Lllechosen ceenpat ion, 

thames fm beslth, the invention of an astomstia 

weehing mechine, say wake necessary repeated ade 

lua teents when it eos predVmed thet « percanent 

itte eecupabion or career had been chosen, (1) 

Thies intergst ie primarily sanifested by those planning 
te enter the world of work. Deciding upon the soaet eultable 
fob, from the atendpoint ef eptitude ang interest, emi eclect= 
Ling fron the oeeliderin: sumer of comples private and public 
orgunigational stractures ia, of course, sore Giffieult today 
then ever before. Soastices for a youth witheut ontealde ald, 
the teshk seees eleost hopeleet.s 

am egumlly €iffiewult teek erising eolne ident with the 
problen ef cheosing o voration is thet of selecting needed 
trninings, A youth's Ciret brush with specialised training 
revenle « bewildering werlé of bandreds ef courses offered 
in colleges, univereities, vorstional, trade, correspontence, 
ex commercial schools, To seny of the thevesmie of etudents 
whe leave achool prier to rempleting high echeel or the 


loeur grades, the prebles persisti.s 


(1} GIKIBPOREY, TD. My fede) dn introtoetion to Suldences 
the #. Je Beur Company, Colummus, Chic, 1vf0, pe 161 


(8) | 

after acquiring a jot, the incasbent'a ioterent kn 
epecifie matters partelning te that Job weuelly Geaepene. 
Me vencans eonsermed €1t% securing « fair pay for hie works 
#ith conwiderst lon for promotion for cont works with the 
leeks required in, enc treining fer, seek of e chain of jote 
thet selo us & career in the pertleular Cieie ef work in 
whieh he te enpleyed. 

amtereets tn juve ere sharet to whole oF in pert dy 
the Aomdreds ef theueanis of earkers, oF potential sorkere 
thesnghent the econtey in the flelda ef Gusinese, iniestry, 
eiutetion, governsent, and Jaber, Yoose interceta, sovieuse 
iv, @Pe nOk postriated to Line augleyeas, bot era ax ime 
portent to « Piret tine muperviser, aad die suyeoryleor, 
ei the exerntiives of an ergetieetiien, Apain, they are not 
restricted to the workers, bel Rereeenriig berame the oone 
earn of woet le kncen a6 menagement, fais ie portly vecanee 
generally the preblese of serkers ust secassar lly become 
the provlees of gomt menegementy and sore xpeetfilealiy kee 
tavse fob atediew often aif in attaining mere efftetent 
PEACH. 


Sok SB seeks Fhe interest in joo anc releted inferation 

bee led t¢ the development of {o> eraiyett. Ag relterred to 

an ttle etude, this ip fustanentadiy the process of Geo 
tepaindng {ey divest coecrvation, oF saxt beat, by quontions ire) 


{@) 
tim detailed duties, ekille, workin: conditions, and 
poyelce)] recnirecentsa of « Joh, and the deseriotion of euch 
in theree aulerstaniobie te the average reeder. (See Figs le 
for « saeple job description used fn tnévetry.) 

the definition of fob anelyele used herein is reduced 
to fumiauenteale, ani ao ie a aynthesia of « great many 
formal definitions by prominent euthoritice in She public 
ané private personne] field. The lerge nesher ef exieting 
definitions is accounted for by the fact that there ere 
meny egplieations of foe enelyale, aa dlecueeed tn Chapter IY, 
Nout teresa are in teree of gingle application. Yer erumplm, 
fe ass tateen joe annlyala in terse of ite 
application te wase ond galery gvelustiion. Yiteles “end 
I on the other hand, define It In terme of tte use tn 
determining the content of paereholagies2 teste and ovesurements. 


@) Score, e, py ai, ae iets 
ew ” York, Seah, p bat 


(4) WIPeLNs, Boreta &. ee 
Plelds of pesenolol, 
foretrand Coie, 1 


(8) WET, Thelms, si eaetielieil int 
. ANG e » ew For Ny Loe =] 
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(7) 
{@) (9) | 
Mosher and Zingeley ant Barueh define it in terms of ite 
nee in position cleseification and raleted civil service 
funetionss 


Cther terse seployed in senjunetion with jo anelysels 


Some writere distinguish between the job 
deseription and tie Joh epecificeation, Fhere this 
Giatinetion is sede, the latter tern referee to a 
condensed fora, whieh stresern the quali fient lone 
necessary for setiefactory performance of the Job, 
such o@ eduention, previous experience, phyeicel 
sbilities, plua any specialised gepabilitien.(8) 


esewriliten deseription of the eesential features and 


requirenents for each fot, gations "ketabe 


Bhat is the reletieonahip of peutbion eevee 
to job anciyste? The teo teree have been ae exelueively 
epplieé by different organizations to deseribe their 
eeparete sctivities, thet 18 le often felt that they refer 


(6) 


(7) 


{#) 


(9) 


Scents Foskers of i 1948, Pe 86. 


(8) 
to widely different furetiong. Agtealiy, they involve 
easentiolivy the gene precedure, Seehnigues, and objectives. 
She ony real diatinetion between then le that poettion 
Gisesifleation applics te tie process of analysing and 
reporting Jobe in the govermeent, while job anelyeie fe 
@ tere applied generally to the eewe activity in buatnese 
ant induetey., Oeleeted definitions tiluetrete how clesely 
the one activity perallele the others 


Private porsonnel] adeiniatrations 

dot epaiyele te oe ceternination of the essene 
tind fagters in e& apecifie wind of work and ef the 
gialiflentions of “& Borker neceesars for ite come 
ponent performunce. (16) 


Public pereomne) adeintiebtret lon 

Reiueed to ite slapleet cope, tlage lf ieation 
wef posttions te the preveas of Finging aut, sy obe 
telning the facts aut analysing then, whet Gicferent 
kinds of ¢cleeses of copltione,emliing fer different 
treatment i4 personnel precessea, there are in the 
Werviees, avethe catios ami res; ongibiiit ten of the 
poottions are the twele upen woioh cleaeses ara dew 
tersinad and the individuai poeitiona dueigned or 
‘Rliecateé” to theiy eppropriate eleeses. (11) 


The tec teres ‘position’ and ' fob! eleo are seed exclusives 

iy by goverment er@ private industry respectively, ‘Tow 

aver, they, too, ara aynonemous, at Llingtreted below: 
Public personnel sioinietre tions 


& position fe a group of cerrect dutiea snd 
responsibilities, aasignet or delegated by campetent 


(10) ALPURD, Le Pe een BANOS, Jotun fe lode.) Production 
Berdioeok, Konwld Preee Cos, Hew York, Ivéh 


<1 
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(11) Barve, 


(#) 


authority, requiring the fulletive or pert-tine 
enpleyaent ef one person, (12) 


Private paraunnel] acainietret tons 

& jod mag be CePined aw a group of duties 
and/or cperetions norzealdly sesigned te an indie 
viduel, or, if reassembly slike in difriculty, 
importance ei gonditions, to «a group of indie 

vidusle. (13) 

Therefore, wo e@6 thet fJov annlyele in tie private field, 
anG position ciseeifiecetion in government aervice, are 
bagically the eace, differing only in detelln, 

Poultilon eleesifiestion, it le true, probably baa 
produced 4 prepomierance of deneriptions of "sental® or 
“ehite collar” jobs, and reletively few “shop” op “blue 
eoller® job deseriptions, while fab analyse te has probably 
produced a greater amount of the latter, Nowever, the 
Gifference ie really one of quantity, For to atate thet 
industrial joo enalyata cover "blue collar” febe and thet 
govermeent«] sosition ciseaificatiions ¢o not ie lneorrest, 
@e exemplified by the bundrwte of position cleealflestions 
preperec for federal sreennle ard emalier plants hav ing 
shop jobe. On the other send, te state thet industrial 
job onslysia programs do net cower “witte collar” fobe ie 
equally untrue, ao llluetreated by ibe meny clerieni, ad» 
minietrative, ar techniesl fobe anniyred by seek organi« 


(182) BARUCH, Ieide, pe BGs 
(23) warker, Re Pas * Jen snalys 


) “A makes 3 a bi 


fieation™, Fe 
R@e ds ye aw 


is, Ceeeription end Cleaei~ 
tral, (Say 1946), Yok. 88, 


(10) 
gations «# estern Clectrie Corperation, Southern Calte 
fornia Atrereft Inetitute, end the Cerne lee ILlinela 
tees, — 


akhiloin i wait, ie veel to some extent in ale 
noat every Jarge® orgenieation, i3 ia seat ertenalively em 
ployed dy the fodlowings 


thle firet tre ie corpried on by feterei, 
atate, and Jeoal covernwants, to deacrive the 
posit enhetios it thedr reapective jurize 

aiskione. Tee ane lyases ere useniiy mee by 
cleeetfiecetion onelyeta eeplered br e cantrne 
Lised op decentrealiseé peregonmel aconey within 
the juriediction. Jot Loforsation te gouseniy 
secured bp @irect audit op Bag activities, ord 

joe questlionneivren Filled in Oy the worker, his 

7 saparier, er Doth, Fithin the paet fee years 
the United States Civil Service Comsiselen has 
embarked upon « progran of extengive eaoperntion 
with abate and eunicipel egencies for the pure 
pore of coordinating oy epecifivations sceng 
the various sgene leg. (14) 


tritten deweription resulting fren the analyses 
ore need ee 6 beele upon which elasses are deterained. 
Poritione ere alieseted te clagacn, Ae stated by 
Bervehs 


aneghen every pooltion bee been alloceted 
to lte appropriate tless, each cleas will eone tet 
of oil positions, regardions of departmental 
location, that ore euffielentiy aline in duties 
ret responeivilities to be oalled ty the sane 
descriptive title, te we secorted the eace pey 
aenle under like conditions, anc te require 


(14) MOSMGR, ant EIECSLAY, ope htey He BGy 


(21) 


@ubstentialig the sane quelifileations on the 
part of incumbente, (15) 


Tie Civil Service Assembly of the United States and Canada 
Cuseerizes the following vess of position claelficetion in 
the public servicer 


Sy omnpheagiaing an tspartieal eclentifie ep» 
proach, 1% helpe avoid a purely personel ised 
treatment of work and pay problema. If alice ree 
erulting and teeting aeutherities by gaking 1% 
~emeivie ty held teate for clesacs of positions 
inetend of e lerzer number of teats for indivie 
dual positions baving lewsterinl €ifferences and 
ty furnishing for ech ¢isee a pleture of the 
work to be perfapeed ami a etatement of cualifie 
cation requirements. 


km ite eee ae « sount baeie for « fairly 
sGulnistrent pay plan, {t serwee the interes 
of the people, the taxmpgeyers, the operet inp 
officials, enc the employoos, Ite syatea of 
claes titles conatitutes « enifern Jou language 
defined in clees speelflostiona, which, In itself, 
provider a base for coowon enderetanding emong 
a1i those agencies and offielale having to do 
with personmel aiwinisiration, I faciliitates 
the preparation of inforsmtive tudgeia for pote 
aonnel survioess clarifies orometion end transfer 
transsetionsg; aide in developing aervice rating 
piens and treining programeg elde in plenning, 
tlerifging ani improving orgenisationg faritiie 
tates the developucnt of gow! exployee manscee 
menh Peletiong; sri sekes 16 poeelole to keep 
Sighii Mens ootvice Fesorda sac compile meaninge 
ful peorgonne] statist ices 


in tress ant meny obher waya, if serves a6 
a feelliteating inetrument for porsonnel marapee 
Ont ari edsinietratice epersation, «end ee a soto ie 
fie tool far cenducting meny types of trensect fone 
involving the public, present and prosseetive ene 
pinyees, operating offictals, useounting, Budgeting 


(20) BAFUCH, op. cite, pe Bs 


(12) 


and appropriating agencies, and the personnel 
agency of the juriadiotion. (16) 


A second type of aa jor Job anelysis program le cone 
duetee by federal ond estate governments to analyse and 
deseribe the jobs thet exist in business ané industry. 
Such anslysee serve primarily ae an ald in the placee 
ment of the unemployed in jobs for which they «ere best 
@uitec by ekill and temperament, in order to accomplieh 
a broué objective of etabiligsing eaployment throuchout 
the United States, 

Theae anelyser are mace by jcb analyeta employed 
by the local atete employment services (each stete ade 
sinieters ite own eaploynent service). Analyses are elec 
made by Job analyeats employed by the parent organisation, 
who coordinate the work done by the estate sorvices and 
prepare composite cecupetional information that wil? 
generally be applicabie throughout the nation. An example 
of this is the Dietionery of Cecupetional Titles, cone 
telning definitions and olaseifications for over 50,000 
jovs existing in this country. Thies dictionery is used 
by ali public ouployment offices in the clessification 
end referal of individuals to jobs. 

All of these analyeos are made by direct observation 
of jobs and processes in businese and industry throughout 
the country. The resultant occupational information pree 


(16) BARUCH, Tbide, ps Se. 


(28) 
pered ie weed ae an aid in atoomplishing the following 
objectives: 


Ye bring sorkere to Jove for which they ere 
weet qualified, @limineting the enoncwie and aoolal 
— av miefit biving am needlesae migration of 

ROOK 


Tn times of urgent labor deeand, ae for war 
eretiuetion, te provide information which can be 
used te setetileh sultebie werker training or ree 
training progress te cooperation eith governments) 
agencies concerned with the veoutlonal education 
Of Worrers. 


fo provide informetion anc edwine to citisene 
cone@rning the nature of ercupetions and the re« 
Gulirecents of jobs, This trpe of information is 
porticuleriy useful te thease with Limited work ex= 
perience, and to thoee werkere who meec to chance 
thelr wooatione beeause of phyeital disabilities 
er technelegiosnl developments which reader sang 
types of werk obaclete, For exemple, in postewer 
periods, there are usually lergs numbers of pare 
sone whe becous physically enc vocationaliy dige 
abied, bat who suet remein tn the lebor merket. 
the employment service cooperates with veterena’ 
orgentsationa eloeely and with the divieten of 
Yoeational Kehebilitetion te develop grocrans 
that will wing eueh workers in ¢ontact *1th 
suitable eapleynent. 


Te provide waluable advisery eerviess to 
euployeran concerning thelr imuetricl engineer 
ing, or toe orgenizetion of jobs ané flow of 
procuction in their plente, ‘epeeialiy in tioee 
or gigentio production needa, as curing war pore 
iode, to anoist enplevera tn determining their 
labor roquirements on a eolentific testis, snd 
provice sclutions te the probleme of laber supply, 
either by discevering unexpected souress of workers, 
wileacovered akiile in workere from less exeential 
ecoupations or even tm the sexe ooeupetions, and by 
eiviging on the methods of lowering oecupet tone] 
roqulrements thet were found to be too highs 


By selinteining current Piles of extensive 
information concerning the euppiy end ceaand of 
labor, to agaiet in notional glennings in periods 
of econecie depreseions, to eeelet in planning fer 
the required type ani loeation of publie worka 


{34} 


progreva, 4% well a setting up meehtiners for 
tie selection ami placesent of labor on « natiate 
wide baste. 


& third type of preeram is comducted by privete 
business and industrial orvanteatione to seternioa and 
record the content of Jobe within tneir offliews or shops. 
fhie activity ie vevally edsinietered by the personne) 
deoperteent, though semetimes 1% ia found in engineering, 
prodevetion, and even secounting departeenta, Job ine 
formation Le uevelly secured by direst sbeervation of work 
by dob Analyete and/or be tie Gistribubion ef quest tone 
neires Go workers anc their aupervisori. 

Ceraelomliy employee unions cooperate, to some ome 
tent or other, with the tov ansiyste in the atedy and 
Gescrigtions of Jota. As a watter of fact, the oxtent 
te which employee unierme will pertiaipete {nm tae company 
job emolvels proxpen Le commoniy « controversial tarue 
suring negetistions ef « companyeunion labor contract, 
a6 Will be diecuseed later in thie report in the evetion 
on jebor relations. While situation te true ceneraliy 
whem the job anelyees will be used as a baeie for eae 
tevlishing wages and saleries, en sctivity im whieh eae 
ployer urlons are gurticulerivy anxious to be represented, 
Serge liate tie following industrial objectives of the 
joe anolyte 

le 


dod grading ami clneeifioet lone 
Re Gage setting anc standerdieations 
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(16) 


& Provisions of hiring speci {lcations. 

4 cClerifiestion of fod Gutios ent reeporneivilities. 

& Treneferse end promotions, 

fie ~ ustment of grievances, 

Ve joliehent of « ecamen understanding tee 
aes verlous levele of meansyenent. 

6, Defining enc outlining provetionsl steopa. 

@. investigating seridenta, 

1G. indicating fenlty work procedures or 
dugiicatiaon of ef forte 

1k. Yelntaining, opereting and adjusting cechinery. 

1&, Tine and sotion @etudy. 

AS. Defining lie lite of authority. 

ide indicating cases of individual serit. 

16. inéteating eavess of pareonal faliore. 

id, Shucation end tire ining. 

i%. Pactlitating job placement, 

16. Studcles of Meri ant Fatigues 

1G. Selentifie euidence, | 

20. lLetermining jose eultable for cecupational 
therapy. (17) 


There are wany other organisations whieh have « 


 fermal or infermel job enelyelse program. Por exemple, 


many private sanagesent conspliting fires eral trade opcenie 
sationue employ thie technique, Frivate consulting fire, 
wuch ae the Rationst Metel Trades Assoolation previde, for 
a foe, the services of Job Analyste who prepere Jos deceartpe 
tions for contrecting Fires. Vewally euch job enalyees ere 
for the purposes of Job svaluetion, out may alec te exployed 
for such other purgesee as the development of reeruiteent 
anc trenefer pragremes 

vany business and incuetriel treée eaeneliations, 
Supported by dees from mecber firs, such ax the Betional 


(iv) viper de Key “Sat vp tine 5 Reause end Bibliography’, 
nl of Aooiiled Paychology, (June, 1045) Yol. 21, 


(16) 
sgeociation of Banufecturers, the Marnfacturing Cheniete 
Jonoctation of the fnited States, eat the Cleaning and 
Uyeing Inetitete, alae frequentis arrange for Joh analyses 
ef tos isdustry oo bosineee they represent. Treas Jobs 
anlyees ard moet commonly sede for euch purperen oe come 
poring wage rates for Jove throughout the tuductry, and 
eompering hiring requireseunte of member planta, The 
enelyses: ere ugueliy sade by a comelttee coopeianl of 
neubere selected frou representative fires, 

Pinslly, jot apalyeos hove Deen wade, end ere 
presentiy velog maintained by the arey, Kavy, arine 
Carpe, and other brenches of the érued Yorege, These 
eneioger ero for the purpose of defining the dutina, 
renponeisilities, end other requipomants of Jobe belt by 
enlisted end officer peracnmel, for example, it in the 
polley of the Aray to clagelfyes 

weerhioil the man anc the Job in ite effort te 
fit one to the other, The Ceenpetionsal Amlyels 

Sybegeetion of the fersonmel esearch eertion 

hee anelygeé miiltery fobe in an Arey Pegoletion 

vrich ta used te eleenify officers and enliated 

nen who agelst then, The Regulation, AN ¢ise26, 

“enlieted een, index and Epartifiestions for 

Cecupational Speclealiete” contains numerical and 

@iphabetics! Lietings of civilian oceupet! one 

moet useful ta the Aray, & general tinder of 

#ivilion occupations, for femily proupe of the 


corrugations Lieted, enc specifications for civilian 
and militery ceeupetionnl epectalistea, (12) 


(19) fergonne) fesearch Section, Adjutant Cenerelts Yepart« 
ment, Us. &. droy “Personnel Peseareh tn agg, 
——— Jourmal, (aprid, 1945), Vols 21, "oa. 20, 
Pe Give 


(iv) 

hile, of courae, many of the jote descrined are 
tations in nature, the wajority ere quite similer to 
these founc in business anti tnvicetry,. Included «re auch 
widely different eceupstions ae File Clerk, Misekenith, 
anki Lentiate 

Vo reciprorate, jod analyace, for the meny perpoers 
deneribed, atove «11 have « grest deal {x common, File 
io perticulerly true of the mejor type diseugesi,. They 
ive eanentielly the ene heele purpose, invelwe conerally 
the sent manner of eecizting jot data, and, of courses, are 


@iuilar vith peppeet te acoge of Jone covered, The basic 


eteps in any job analysis then may Se suawerieed as 
Followa: 


2, Analgeze the Joba: ity direct obeervation of the 
work or through questionmeires filled in by the 
euployees and/or thelr supervisore, or through 
interviews eth the latter werkers. This is 
eecenpliehed by ¢ritice, analysis and ecleetive 
eyntnesis of such metterse ee cuiles, responeie 
bilities, and working conditions of the fobs 


@. frepare Job deseriptions: fy recording the 
Sismflings in @ cleer and concise sanner. 


%e Sort the Joba inte classes: ech clase should 
tnelute ell Jobe, ant only theme, which ere 
sentlon. churunterietiog, auch ae level of 
reaponetbilite and degree of kill. 


Probably an intredveticn to Job earelrsie woold be ine 
_eonplete #itheut « summery of the qualifleations reocul rad 
for ita sceompliahnent. 
The position ef job emalyst celle for broad 


(12) 


quelifileationa. A personality which counenis 
respect in & privary requisite, @ince it i¢ 
necessary for tos Jeb eneiyet te win the rone 
Fidenre of department heads and employeos with 
whore he cones im ecntect. Skill and tect in 
approeching and Bantling people are Chane SH HOT 
tial, Indeed, the Job anelyat oust be somewhat 

of ea Ciplewmet, seinteining « friendly attitude 
towarde heade of cepartinente ar workere alike, 
ame avoiding the development cf anteponisn ani 
guapiction, the work of Job enelyeta is dew end 
tedious, em) the resulte are vaunslig frequently 
terty in developing. Consequently, patience ia 
yegquired to prevent prometure cdiscouracenent. 

Am anaiyticsl sing, impertial of Judgement, keen 
porera of obeorvwation, thoroughness, and comcen 
@ense are necessary, In addition te these chare 
atbertetios, the Jobestudy man w111 Pind considere 
able eduestion, teoimicel treining, and exzperienne 
indispensable to suceese,. (19) 


Jov amelysie te now genernliy reeognized ae an ine 
tepral pert of personne] wansgement in both the poverne 
ment ani privete induetrr., In the letter, its lapertence 
tas lon been aeknowledped. 


The packers, Ghe ateel intereste, the 
maohine treces, are already adepting thie mew 
development to their eevere) seots, Im fact, 
the precems of centralisation of exploynentess 
arti the negeeaity of placing respeneiviiity for pere 
eonnel on the shoniders of one sen, hae swede the 
eotplete aenalyele and épecifieet ions ef jiobe «a 
necese tty. (80, 


fem indiestion of the present seope of Job analyeise 
is industry ie indicated by « etuty covering 2,462 companies, 
{39} WATKIRG, G. B. Bie Be he Ma ne: omen t 
Felations, © teOrawettl 13 Con, me a oe 


(80) acti Ti, & BLOOMPIRID, Be, Problews in Personne} 
BPE: F Re Be Kilses Ce, Hoe ork, ES, pe re. 


, a) 
This showed thet job anelyais studies were being coniveted 
by 424 coupanies for 0,111,046 employees, ani salary cleest~ 
fieation plang ware being adwinletered by 245 companies for 
1,080,811 exployees. it Kea been sald thatee 


Umieukbtedir, ene of the aost iaportant 
developments tu cone aut of manngenentea’ current 
precedupation with labor preblece is the new 
evphseela pleced teday upon Job clageification 
an rating, and merit peatinge The principle, of 
course, is net new; it ts the orgenised, aclentific 
application of 1t that ie of preeent significance, 
it ta Giecuseec at practically every seoting of 
precuction or perenne) exeoutives, enc the tae 

yegsive work in developing methods of applying it 
wace administration in specific induatrie: is 
being done by trede esaoetetions, (21) 


| Todey in the feeders] Soverncent, position elaselfleation 
ie generally recognised sa huwing fulfilled tie promises 
forecaat at tte inception in the Claseeifleation Act of 1088. 


This act, designeé to claeelify positions 
ee te their cuties end reepeneiotiities, 
oe that like powitiong eeulé be given like treate 
went af regurde pey, Nomenclature, rropulteans 
eng selection eriters, ete,., wadile not considered 
as 8 boom to humanity by meny present day opera ting 
offielels, wae greeted by those who bad attempted 
te do e jot prier to LOS, a6 = solution te their 
most preesing edwinistrative provloms. (22) 


de with moat prepgreseive toole of wanegement, experlence 
tek, of course, revenlec many problems connected with the 


ecministration ef Jot enalyele progreme. for exenple, 


(G1) Nations! industriel Conference Board, Ines, Jot 
ee Vere vatinn, in ag roltey, Soke, 

Ow SOPk, ational imiuetrial Conference Soard 

i6ts, 1940, po 108. ference Moar, 


(82) Ivid., pe 88. 


(20) 
frequently inadequate eupport te received from top mansgee 
mente This situation has encouraged many evile, ineluding 
a free reign for unscrupulous supervisors who insist upon 
misrepresentation of the content of the fobs in their 
jJurtediction. The reasons for this, of covree, arise from 
personal sotives, such ae, inereaging the ealery of fevorite 
subordinates, anc increaelng their own organizational stetue. 
Heecless to say, the jot deseriptions imminently where such 
situations exist ere quite unreliable and deleterious to the 
organization. 

Other problema arise from « fellure of orgsnizetiona to 
waintein their job desacriptione. Jobs in covernsent and 
industry are constantly undergeing changes as « result of 
such factors as revisions in proceedure on process, ree — 
allocation of scope of duties, and different abilities of 
new incumbente, Obviously, the ineteallation of a job anelysis 
plen, no matter how efficient otherwise, which does not previde 
for e periodic eudit and review ef jJebsa ie quite shortsichted, 
art the product can be expected to becowe only sore oosolete 
ana sigleading as time goee on. The Civil Service Assembly 
of the United Stetes ani Camede anticipatec the problemee 

eosthat unless saterial changes in orgenie« 

gation etructure and in individuel positions, sa 

they occur, sre recopniged in the current allocee 

tion of positions to classes and in necessary 

amenanente of the elageifiecation plan itself 

eventually the mein features of the plan will be 

ite obsolescence, ite feilure to rit positions in 


the service «eo they ectually extet, and ite cone 
eequent lack of utility in esleary stendardisation, 


(21) 
recruiting, and other personnel functions, (23) 
There is at present still room for considerable ine 
provement in the actual procedures end techniques of job 
analysis, One of the greatest needs is for ereation of 


procedures for better analyzing and recording the skills 


required by joba. Anne “eranson, Director of the Industrial 


Regearch Department of the University of Pennsylvunia, stresses 


thie point. 


Considering the gilbness with which work- 
men are yigeonholed sa ‘akilled’, ‘semieskilled', 
and ‘laborers’! in many industries, it ie surprising | 
to find little definition of what constitutes 
Skill or lack of skill. .ee8 long list of exesed~ 
ingly complex factors sre covered up by lack of 
anelyais of the terms. sesperhaps the most difficult 
phase of skill to comprehend is the knowledge and 
ability necessary, not only to judge effecta, after 
they have been produced, but to fore«eknow them. 
Prank J, Becver givea an Illustration of this kind 
in the clothing industry. 
in band pressing the cperative mest 
be able not only to recognise the cueality 
or the effect he has produced, but to pree 
Judge thia effect on each kind ane texture 
ef ¢cleth, thereby, know how to treat it, 
Attention hae alreaty been directed to the fact 
that one of the intangible elements of skill is ex» 
perience in judging the effect of s process and in 
varying 1% te meet the factors that cannot be cone 
trolled, hia conclusion involves a new approach 
to the question ef job descriptions. (24) 


(25) GAKUCH, op. cits, pe 287 
(24) BUZANSOW, Anne, Skill, Industrial Relations Seetion, 


California ins tute of Yeehnolozy, Pasadena, 
California, January, 1946, pe 48 
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(88) 


CHAPTER ITE 
JOP AMALISIN akl Ter BePLONRA 


(23) 

Job armlyaie te adwittediy primarliy designed to 
eié in tie solution of pregaing adminiatretive proviess, 
Shat, Rewever, are {ts sdventeges from the standpoint of 
the employee? Oany of the latter feel, in the abeence 
of information te the contrary, thet the benefite are 
entirely onceaided and that tila activity eetuelly operates 
to the detrianent of the workmen, uch an attiteds, chviousiy, 
would ecoount for tie initial feliore, or at eset, poor 
beginning of wany fob snelyveia pregrase,s 

Therefore, any job asnlyels plan thet does not recog= 
sige the important role pleyed by the empioyee is ahorte 
#ighted end indeed, theughtlesely deyieed. A aueceseful 
plsn wil include 1) a reesgnition of the very considerable 
econtritmtion thet a properly informed and '#old' employee 

0am make to bbe job anelysis, eapetisily in teres of his 

jeb knowleéce ent cooperation, and 2} « enrefel cone tderation 
of the many advantages 1b effera to the exployees, and 
provision for ea notifying them. 


in the eolieetion of jeb information, there te no 
better source than the workver simeelf, Ae e wetter af 
fact, 


Sverygboty, even the most hwehle subforeman, 
eirawebosa, or vorkean, he can Surmieh required 
information and throw neressary Light on some 
nubject, mvet be coneidered « counselor for that 
purposes, It suat be ronendbered that one person 
can ingart te another in e few minutes knowledge 


(84) 


whick be thee himecif apent ten peers ie leerne 


of courses, tie tendency of workers to magnify duties 
and resporsibilitien sunt be recognized and eliowed for. 
fhe ispertent point fa thet here is the teat source of 
inforsastion for the enelyeis, if ekilifully end tactfully 
ann lyged. 


An oninformed eaployee typically views » etucy of hie 
job with olatruat. 

Suapicion will be at enes aroused If (the 
enploeyees) are nob taken borestlg anf conpletely 

inte the management's confidence from tie sterte 

thie ea 2¢ netureliy enc Nelpfuliy dope enky itn 

& meeting with those «t the jeb, et which the 

whole ioplicetion of job analysis ia mete elear 

te them, (2) 

Phere euch ection ie net tuken, 1% Le not unrencorable 

fer such deleterious effecta es lows of gretuction through 
fecr, resenteent, or other morele~lowering factors to take 
plece, 

However, an ¢xplanation ef the plan to employees in 
such a wey se te pet their beat support requires coneidershle 
Gigiomacy and tert. 

tt ie weneliy mot €4%fieukt te eonwinee 


the departuent Roade of the vadce of the enelyste 
te knoe company, to anplopeee, ond te theneeheeit,. 


{2} oe PY ee aE € ae Tiny i oR 5 Bie aie Hi & boa ’ 
S ae York, L020,” be ¥ a 


(@} THAD, ORUWAY, and UOTCALS, Be Coy For 
Belroweiit1i Company, Pex Yori "er 


(26) 


they are in em excellent position to arpreciate 
the need of « definite plan of operation, fount« 
a on #xaet knowledge, Unfortunatels, ae e rule, 
the esployees theceslvea heave neither the businger 
experienae nor the point of view te guide then 
im thelr renetion to the plam It ta necessary 
te present the idee te gepleyeos in & manner 
whieh W212 grewent their euepleiona and fears 
eoneerming the purposes of toe work ant lie ree 
Bult to their interests. An stequate eaexplenne 
Siem sheuld be given befere the eallestion of 
@ata ie begun, hile this mey atther te written 
or Oral, depending on comiitions, it should pre+ 
sent the wmtter frenkly and honestly. it shonid 
be pointed out thet the purpose of the anelyaia 
i@ not the Jucging of pereonni merit, but is 
retuer at ettieapt te gether information ecout the 
gon itealy te aeoist in the work af enplorving, 
ema which shenlé reault in better unteretem! 

ami core intimate contect betegen the supere 
vision and the empleyeee on the work. {S) 


Cur newepapere are conetentiy bringing we reperte of 
Gisputes between labor end menagement. Phet are the cages. 
of these éifferences? Deseande for better pay, uevaliyv, 
enke the headlines, Actually, there are nearly aivapa 
& great many other pointe im dispute, few of which wake 
thelr way into lerye print. ¢ften, complaints about 
comitions ceepletely wunrelates to pay, plent the seedea of 
unreat thet (ineally eree inte dectaians to strike, ‘Studies 
of empleyeo attitwies have intleated that, seltheugh important, 
the generai jewel ef salerien is lene effective an a dotere 


minent of general morale than a nouber of other factora. 


(3) SiayRenoe, &. Bs and MORIMSEY, J. G2, Poereonne) 
hee iness sumtin taetre t ¢ es: 


Honale Press Cos, Tew York, 


(2G) 
The results of one survey revealed the following 
itene of moet ixportance to exployeon: 


i, Lack of appreciation of one's work and 
of onets individonlity. 

Be Lack of reeapnition,s, 

S» Vstairness in weathers of pay, tine off, 
epecial priviieges, vacations, and the 
like, vetwoer individusle or ceperteonte, 

4 feor leaderesip and eugervision by enete 


HUPEL LO» 
& indifinite job duties ami inrenplete ine 
atruct Lens. 


G iack of knowledge of how ome atantia with 
the eompeny. 

%o ‘cxeeseive Cigeipline end lack of wniformity 

. jm GCleciplinary meneured. 

& Lack of uniformity in oxnployee bene? ite. (¢€) 


The e¢tabit{etment of official deseriptiona of Joba «as 
a geide for supervisors end exployees alike is edvantepeous 
tu the letter in sang wave. Vhe soet important benefits 
ere Gumesriged belowee 

& fair Gay's pay for e fair dayta work 
faite frequently espleyar complaints recgerting pey eriee 
from te dlacevert that fellew employecs, Colne comperacise 
work, are petting sigher selerios. in euch instarees, the 
ouperviser eay be quite innocent of diecrimination, where 
there fe po jot ennigaia. For: | 
Té te aleoet imposaivila to consider a job 


epert from ite present incumbent, wileea e job 
Gentription is veed. Purthercore, there ie grave 


Tue honeld Press, ‘ew Tork, 1GS7, pe os 


(a) 


Ganger of overlooking some goeae of the 
in any ebetract consideration of its {8} 


Since Job deseriptionsa ara fer the gourpese of providing en 
unblaged reacerd of the duties end reapemelvilities reculred, 
they furnig#h the only fair ent lepgartliel baaie for the 
esteblighwent of pay re tex. 

Toerefore, the timportence of Job anslyseia ag o feetor 
in seinteining good exployes morale le widely recopnined. 


«Pie effeata ofes,iicomeletencieon tn race 
retes upon the peresnnel are farercacting, There 
ig om ursiercurrent of cinestiafaction whisk one 
CoRFager numerous requests for ne a le 
tranafera, ani if tranefer in Genied, competent 
Workers frequentig go ‘senepping for Seva* on 
other glanta. Oven Uf the een rene th with the 
Ceapane, there le ae ineertive to offieilen’s 
service and She tendency Ie to withheld their 
bent efforte, ty prowiting apwcificatiens which 
form the Geala for etvalleation of were pated, 
jen anclyele Gliminates teie prolifte ecurce of 
éiasert end tende toward etebiliretion of the 
working Lorce., (6) 


Bow often da we near euployeos compiein thet their 
duties end eutaerity for cetion era Liledefined? Fredebls 
one of the aoet cosnen eapleyes grievances in industry and 
government is “responsibility without authority", Jenmetimes 
these conplainte ape justified through deliberate acte and 
atsizosente of petty end uneerupulons aupervisore. The 


(5) Hiking Ope tite, Be IDs 
(6) BATKINE & DODD, ope Chtes pe 120 


(a8) 

agcignment of taeke eitheut eutherity ermables them to 
eovept full credit for sveceseful revulte, foasibiy more 
frequently, euch conilitom «are the results of cerelesaness, 
over-gicht, and eieller factors, serely the result of poor 
seneyenent, Voatever the cavuece, the rewulte are, of course, 
deleterious, bots to employee and nanngement,. Stacie heve 
ahuwn thet wental ettituwies engenterad-«guch ee futility, 
@iscontent, and lessitudee-often produce more futicue then 
the actwel work cuties themselved. 

Phat is the reapongibilitiy of menepewent in this reapertT 


1G ia the basle right of every seader of a 
tusingsa organisation to know whet Aiea fob fs. 
Then ke can vieumlies thie Job, mnow bor big 1t 
ie, realise just what he bee te du, ant sat « 
goal for olmpelf. eeelt le one of the wost ime 
portent responsibilities of wenagement or an 
ergenication to define in complete ¢eteil the 
Guties of every memt«r of that organization eo 
that toe divieion of leber, or the breakdown of 
yeaponsibiiity, ia underetecd br all. Complete 
apeoificoutions for every type of Job in « given 
industry, fron the lowest level te the highest, 
ehoule be eob up. The sumeing up of all thence 
epeacifieationn showae « tetal thet defines the 
aceoupliahwent of the whele organisation. (%) 


Hecognition ef work performed is one ef the samt 
powerful etimiuientea te eaployses,. Hany plene bave been 
éewised threnghout Industrr end covernaent to analyse worker 
porforsance ené advise incushents of thelr etreng ent roak 
points, Theee variously titled porforeance, servide, or 


(7) hee, Rebert £., Forgonne] Fane cement, Alexander 
: Bomiiten inetitute, imt., sow Tork, Avel, Be Ake 


(#0) 
morit reting plane ere «11 besed on a casmon preckse«-e 
that the worker clearly understands what cuties amd ree 
aponelbilities ere expected of hin, This frequentiy isa an 
“erroneous asmuaption, for many supervisors rate thelr ea- 
ployees on the begin of duties fer wileh the extent of 
eecountebdittve ie elesr te neither themselves ner the 
workers, However, there will be ne alaplecexent of blaze 
if #ech worker le feactiliarized «ith the ecope and with the 
@etelis of his duties, 
Feirnege in Prosot ion 3 
All employees should be extented the benefite of a 
clearly defined anc feiriy eteinistered promotional program. 


So carry out euch « progres requires not only Jeb deaorlptiong 
but « careful deteraication and delineation, free the job 
data gathered, of the interreietionghipe of ali positions 
within the orvenigations. 

Time we soe thet to get at the reat of moet anjor 
problems troubling employees, we ere invariably led back 
be ® Comuon starting pointeetia caremui ane ecuprahens ive 
anslyaies of their Jobe. 


(80) 


RELATICHEUIS PO FRERURREL BARAORMERT 
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The careful aralysie and daseription of Jobs enhances 
the effieleney ari oeffectivencar of the hole orgenireatilon. 
Simee thie wetivity is coneerned with the fundemental unite 
of any ergeniration, the worker and the Job, it wight be 
#eid to be the very keystone of perecnne] manscement. ity 
necestariily, touches a great sang of the furetione of 
perdommel adainisetrat ion. 

Dive ee Motion Studs 

Chrenelegiceliy, Jeb armiyela originated guteide of 
wint le now the personnel department of en orgenigetions 

tt Bed bie ineeption in time and motion etwiy, frequentiy 
referred to, as setindse amiysie, and now principally e 
tool of industriel engineering. Time ani sotien atedies 
wore introduced in 1601 by Frederick ¥. Taylor at the 
Hidwele Steel Company, and mve Ceveloped Inte « highky 
epeciglised teckuigue for analysing metheade in meehaniesnd 
pureults where bhe eperations ere speoieiizec, repetative, 


ant more or ieee the same from day to cays 

this type ef enalyele involves the studs, ticing 
ty atepewateh, and pecording of each phyealne, sevenent 
sade by the worker om the Job. Tin purpoee fe te serve 
ee 4 teole for the determination of the ame beet way of 
perferzing « Joby However, it hee proven oun fustifiebly 
tedious for most paraomel stwinistration purposes ant a6 
ie iittie usec for Job armisein teday. 


(32) 


The rulationehip of Job annignie and 
time eri motion study, therefore, han tbeon 
reetricted te euch uses of the enslysis in 
industry af 1) a besie for avbeequent supple 
mentery tine and motion studies. (in this 
respect, the joe descriptions serve ag an onte 
line of the orgentigetion am! detalled definition 
of the seope of the organizations! woite er Joba.) 
&) o besle for rovaluating Jobe changed ip cuties 
ami responsibilities os 6 result of methede ime 
provement. Changes so wate frequentiy effect the 
volves of the joie in teres of wages or erlariloe. 
Thies can only be ascertained by o careful job 
armlyaie end eubsequent application of {fch ovalue 
ation stenderde, (1) 


The federal Vovermment har generally prohibited 
time and motion studies of ita jobs, sa this type of activity 
met conel@erabie reaieatance froa ite eraft unione. r THB, 
of course, the relationship between thie activity and job 
amlyele existe only in business ond industry. 


sob ‘ia tatlte has alrescty been defined ag the determing 
tion and recording of the Getailed duties, skilie, working 
conditions, and physice? requiremente of « Jeb or position, 
JOO evaluation fe beet defined es 

Phe extencion of Jot anelyais to age 

eertein reliably the relative worth of Jobs, 

to traneforn thea oppye i Mvine” e® structure 

of s@equate rates, and t ide standerd 

procedures for all additions te, ant’ ad juste 

mente in, the rate structure. (2) 
(1) PATKING and DORE, Of. cite, Be 1281 


(2) we ig LAU LB y 3 tm Sete # OP Se TEE 2 
De Ce, Urookings thatit 


{3} LYTLE, Charies Yelter, Job Jvaiun 
Koneald Frees Company, Avec 


(Se) 

Thus, in order to deternine the worth of @ fer woot 
aclentifically, there should be two seperate amt dietinet 
stepe., Firet, an emalyels of « jov content ahould be made, 
Seger, these date shoul then te converted, oy epplication 


oc «# guleeted job evaluztiiun plan, inte a salary oF wage, 
in heres of dellare mui cente, t% iw felt Justified in 
enphesiging the dietinetion betresr the twee terma. Job 
enelygie, involving the angiyels anc feaeription of duties 
an? reeponsibilities of jota, fo applica: le te prac tiealis 
el) pereommel funehions, Job oveluetion ecplies only te 
the determination of wayes end salaries of Joes 

i¢happert, in an eddrees, bea eteteds 

Tim key to irvluetrind efficienny ta an 

ineocsy grale that refleste correctiy the | 

Giffverence between akilled end unekilleé work, 

Getween trained and unituloned mn. innings 

muni be pei aeoording to work done and not 

eeeoriing to seed. Yo, the suther la not 

feretio Alper, but Premier Stalin of Rusele.s 

Thich le net to argue the meritie of the 

Pruegien Systes, fut ratoer te polnt out that 

neré is a new, etraceling, virile people are 

kagelediging « truth thet made ue erent. (4) 

iietervicelly, Job evaivetion orginated shout teontye 
five yours a0 throws applicetion of principles af jab 
oralygin, Among earlier research workers wes Dre Ys Va Binge 
bam, foe of the Myremw of Personnel Seconreh ab Carnegie 
snetitute of Teetnolegy, who wele exthenaive investigations 


Yetiong) Eetal Trad 
Po Ves 


(34) 

@f relative salertes in varioua induatries ehortiy after 
tre Piret Forid War. During that poriod, tneineas end 
indusetry degen to take an ative interest in Jub enelysia 
we One adlution to the intres@ing probles of colieetive 
tergelinings The Jou enelyaia ant Joo evniueation techniques 
eubsequestly develope: provided the aoet eelentiric methods 
powstibie for establishing squiteble ant soneistent wage and 
@alary cleans. 

deb analvyeie ta now reeegniged im beta industry and 
eoverneent, au an gsepential preerequigite te jor evaluntion. 
in e@@ition, it provides a permanent reeard for Justifying 
gey rates arrived at ey job tvalaetion.n During the Secand 
torid far, te federal Government, faced with « eritical 
protien of wealntaining consistent wage retoe threughowt 
the country, made jot anaigele sandatory, Private sepleyere 
ef thirteen or sore exployees were required te have fob 
deecriptiang Sor «11 Jobe in thelr ergenteetions, veder 
Denerel Upder 81, teened by the Wear Labor Sourd, The omer 
required euch exployeos to subelt, along with their request 
ter epprovel of wage retes, “eleariy defined om! denerihed 
jov classifications,” — | 

Thera are four principe, methede of evaluating Jobew= 
the rouwing eyetem, claseifieation eyeten, point syetes, 
at faotor-ocouperigaon ayetet, Whlie all types sre weed in 
business ani induatry, only the first two, jn. gene red are 


{6} EYTLS, Todds » Be 4 


(38) 
applied by the Vevernment in anelysing ita jove. 


in the public services it ts (generaiiy) 
net the practice te analyse or evaluate 
positions by mathematically ReOr Lay we Lee hed 
workeZactors ef apecified welghta, Sore 
private sanufactering enc commercial conterne 
use this eewthed, Othera follce ey hag ad 
which ape geraliel te theme in public s 
élct ions, (8) 


one of the mont leperteant benefite ef a fob enciretsa 
in pereonne) sanegement fe the eeteblifabeent of definite 
job requirements for recrattment, ff ta only reesonsble 
to gacure comprehensive infornaticn coneert Lng jobe before 
attempting to hire people to fill thes. 

telay enpleyes emlection te the function of a contre 
iive@ personnel department im oracticelly every larce publie 
ané private orgenizetion, The devalogment ef this oyetem 
Started when lerge employers begun to renliee that aseong 
ebher things, she grentest lehor probles: confrenting then 
wee the proper selection ami bandling of the work forets. 
frior to that, the supervisor woe recegnired as She ecole 
arbiter ia determining whether en eppllvant wan eu ltables 


vation, (Seo Pigs @ for relationships) 
oA glenee at this chart mey help clerify the relations 
ship of naval fob analyeie to naval personnel adminiatrat ion. 


(G) WALLACE, ope Biba, Pe Bho 


(36) 

& vtwol bee teen elected to delineste thie relationship, 
vob ensdyeis te the hub, various eleaente of personnel 
eGminietration #6 the Fite 

thie illustration wee eslected to exylein graphically 
tie yvoletionsiip of Job anslyetis to elecents of personnel) 
aiminietration. All apekes are equledietant from the hub 
end are qual to each ether, it should be noted that job 
anaiyelis hea the aane or ecuul relationship to selection, 
ae te reerettinents te treininy ae to prometton (adwancement) 
end a¢ forth. Similerly, gond morale le ee toapertant te 
gon personel adeinistratian a6 good tralnitge 

At the present tise, meny supervisera etiil resent 
enoroachmest on thie responsibility ef biring By a epectaliad 
personne] manager, on the baele that they are the beat 
eutnerities on feb requiremecte., Heat authorities: differ 
with thie ettltuse en several counts, Pith reepest to Job 
amilynie, they doubt the evoepatence of forenen in general te 
analyse the fob wuiteh they enperyviee. 

Toe foreman, at best, selects a few cen 

& dey and bee Little time or capability te 

erganize Gie methedt, On the other hand, the 

eaployment manager who eelecte #11 the relp, 

waat necenearily have definite knowledge of the 

work for fiden they are chomem,. Centraliration 

of empioyment, in fact, gives the sapleysment 

manager Iniivicuelie es mech experience in hiring 

au @1l the forenen can gein eoliectively, (7) 

Two furmieweritaie, of course, suet be coneidered in the 
selention pracestewsnalyale of Jove, and anelyeis of applicants, 


{T) BLOCEPINED & BLCOMYTRED, ope cite, poe TT? 


(87) 
Bhat is theiy relative importance? We can conclude only 
that they are equally indispensable, for beth are ardently 
advecated in pertinent literature, feeling arises on beth 
sites when it ia euepected ene ia being subordinated to the 
other. For examples 
Neticulous attention devoted to the art 

of reviewing, extreme care exercise: tn the 

éevelopment of applicetion blanka ané other 

paraphernalia of hiring, and eseiducus experle 

mentation with various kinds of character 

analysis and inteliizence teats, a1] suggest 

that "man analysis" rether then "Jeb enelysie" 

has comeanded the energies of enployment sense 

gers. Perimps tiie is ae it should be, but there 

is every rwason to believe thet human anelyeis 

hes Little welue for the exmpleycent department 

except in relation to epecific positions. The 

necessity of analysing Jobs, se *e11 as mon, le 

rapidly becoming apparent, and enployment managers 

ore beginning to trvede production end operating 

departments in search of cate relative tothe Jobs 

to which they are constantly expected to assign 

new workere. (6) | 

Certainiy, it ie clear that a1) errors in personnel 
selection cannot be blawed on the complexity of human nature 
an¢ the diffileulty of seesuring buman traite, iret, « 
cereful scrutiny should be mace of the selection aetivity 
to be sure that it is known what te wanted, It should 
then be determined, if there are comprehensive Job desorip- 
tions, they are used conselentiously. 

Berit Rating (Performance roting, and service rating 
interebangetie torum). 


Nerit rating, because of inherent problems arising 


(8) WATKIPE and DODD, ope Cites Pe 119, 


(88) 

principally from the need for elimination subjectivity 
in ite application, hes amiergone in the last decade 
consiGerable research by private governmental organizations. 
Vest of such offorts ere concerned with devising better 
methods for measuring the Jot efficieney of the executives 
ané eubordinete exployees, 46 a reoult, meny plane now 
exist which if properly administered, serve reasonably well — 
ae «© basis for predicting future suecese when considering 
promotions and trensfers, for dlecovering exployee weaknesses 
indiceting further training, for serving es test criterion 
ani for assigning increases within claes ranges as an ine 
eentive for gued work. 

The concept of s close merit rating Job eralyste ree 
lationahip is relatively new. However, it ie inevitable 
thet progressive organizations will ultiestely recornise thet 
& merit reting progres, in order to be moet effective, should 
be reinforced by complete job descriptions covering every 
incosbent. Supervisors are all tee prone te allow job 
limite te blur and fuee when rating the performance of 
subordinates in various classifications, Coneequentiy, 
@enployees who ere the victios of such carelesanceas or 
ignerence mey be rated on the baeie of teste and reaponsibilie 
ties either ebove or below the requiresente of their cleesifie 
cations, it certainly would seem that If « worker ise hired 
becsuee he meets the requirements of « jov ceseripticn, he 


eoulc subsequentiy be reted ageinet the seme specified duties 


{39} 
ami responsibilities, or such portions of if on may te 
HOCOREL YY » 

Proebebly for the best results, the installation and 
application of # serlt rating plan should follow the 
preparation of Jot descriptions ecevering ell expleyecs 
te be pated, faech merkt reting showld inelude a comperison 


ef the porforaance exhibited by each eapleyer curing the 
applicabie period, with the requirecente for the feb aa 
eunteined in «a Job deacription fer the employee's clseste 
fieetion, For exunple, e reoord of an employee's per 
formance durlne « rating period may imeluade the feet that 
in Failed to hendle apeeifiealiy centionet aetetiaticen) 
pre Jeeta involving the use of cebnlus, ant bed to receive 
Kelp eeeh time. Heferenoe to the fob description for that 
@uployee Sight reveal thet the Jot required only the solution 
of sietistieul probleme dnvelving given foraulas, ant not 
computation by seems of galeulug. In the latter caas, the 
oupleyeo should not be rated, of ccurse, on dle performances 
ef guch teagke, einee they wers over ard above the requirenente 
of the Job, A reveres situation sight te equally common, 
where eo cuperviser might tend te rete an expleyee ontetending 
bereuge of the repented olution of complinated atat Letiesl 
probvicssa, when the abliity to perform such probleas alight 
aoterlly be « miniaum requirement of bie job, ani therefore, 
expected of om average worker with reaperet te that Jobe 

The rating arrived of showld be reviewed wlit the employee. 
Sn orderly precedure euch es this, sot oniy insures 2 saxionum 


(40) 

ef sogurecy, but cannot feil to teprese the enployee who 
my believe hie rating crwecesearily eubjertive, While e 
peview of job destriptions at the tise «ef eseh merit 
ratingeperiod wey seen unfuetifieabls tediout ta avoervigormg, 
tie tise congumed te prohabiy tneignifieant when cengared 
with the importance of tie products 

fhe aebual conetruction of the sertt ratire ecale used 
wight well be Gened on the Job analysis. 


Sinee the ecrvies rabing aeele ia te be 
used te aeagure Job performance, 5 gow! First 
etep in ite construction 46 on exacinatian of 
the Job. if the Jeb is analysed inte ite com 
ponent éuties and reeponeibiiitiee, the beg ine 
hinges of the service retieg eeale will appesr, 
for these Job elemente can be etapted to bi~ 
some the wejor ttese af the rating penile. At 
tines, iteme pertaining to such pergomnel and 
eocia2t behevier ee ia deemed sasential te the 
ioe, con elec be included, Fem thin ia cone 
care should be taken to hare the ites reflect 
en Obaarveble fact rather then an abetract 
guelitys. {9} 


SPONSE LOTS BOC «Pee. 2s 


Careful anelvei« of foba and thedir relationshios 

iu eesentiol te the satlafectory seronplishment ef the 
trenefer and promotion function, in eny wold orrantend 
ang intelligentiy aduinietered orgenigetion, ee can expect 
weployess frequentiy, te seve fyow job te Job within, o» 
between, the verions pnite, eectione, and departwoenta, 
ine netore 6 net such, that the exployes can generally 


(9) LOORE, Borman, “Sepleyeo Fating*, Eereonped Journe) 
Vole i, Bes By {Pave, 1G42), pe BSe 


(41) 
be placed on a job and, aa in the case of « machine, be 
expected to funetion there until be ie removed, because of 
old age. dob changes, inaugurated by both employees and 
supervisors, aten from innucerable cavees, such as personality 
comfliete, imability te do work, and qualifications for more 
skilled activities. To carry out these changes effectively, 
ee muet be well informed about «11 jobs in the orvanigation. 

Curiously enough, there hee been « lack of sound 
development of thie funetion, both tn industry and governe 
mente In apite of the frequent claim that “promotion from 
within” 18 the firm policy of various organizations, cleser 
inspection reveals little preparation for accomplishing 
this highly desired objective, 

Some wag hae auggeated thet the exe 

pression ‘you can't keep a good man down’ 

was invented by these at the top te explein 

how they got there, Although most exployers 

think that there ere excellent oppertuniticse 

for edvancement in their respective organizations, 

studies of employee attitudes have disclosed 

auch dissatisfaction with the ee.promoticnal 

procedures, in bueinesea, as well ce in other 

inetitutions, there is frequently a woeful lag 

between executive intentions regarding promotions 

and eetuel prectice. (10) 

A workable transfer and prosotion plan ahould include 
the followings 1) a comprehensive deseription of the duties 
and responeibilities ef each Job. 2) e Goterminetion and 
Gelineation of the relationshipa among all the Jobs in en 


(10) S2ROER, §. &., "Developing Promotional Opportunities", 
Personnel, Yol. 15, No. 4, (Fay, 1020), pe 20% 


(42) 
organization. &) & plan for notifying euployees of 
prowetional epportunitiog. 4) « careful tying In of the 
prograt with related personne] fucotions such es job 
évelustion, merit retinn, and premetion exeminatlorng. 

Piret, it ie sesential thet Jeb deceriptiona be very 
eomglete end detalled with respect te cuties, skills, and 
surrounding suomlitions. 

coustrusted oho feumtavion of apeniic ana 

Sat enanet"6e stvenesa fea sorttton te gesittan 

Ris"teturs ant sequivensane cf sicher postttone 

are Gefinitely kneens, (11) 

Secoml, the relationshipe among a1) Jodow In the organi« 
gation sahowlé be eurefully eetebiished. Yhie eseuress not 
oly « “eorrect time of acvancenent, but frequently waves 
possible an eaespe from 'bliné eller’ jote Sy Linking then 
up ®ith peeiticna in thw eaue or Cifferent geperteents whieh 
atfer greater eppertur ition.” the Job relationshipe 
should be Gelinested tn elther tetuler or chart form for 
uae by expleyeee end eupervisore slike. (See Figure 3 for 
Aliuetrations} 

irevably the beet means of establishing relationships 
heteeen Jobe te bo application of the Job Panily Fim, 


(12) @aTHINS and FOOD, op, elite, po 18%. 
(12) iIid.s, Pe 122. 


(48) 

originally develepm! tb: the Geeupational aAnelyeie Civielon 
ec the United Gtetes Expleveant Serview, gos Fantlies ere 
groupinge of “omnupatione thet are related because they 
invelve wisller werk inte Any and @11 types 
er jobe, whether ‘white collar’ or 'olne collar’ cay ke 
grouped, on the basis of duties, skille, and reeponete« 
wilities required. Por exemple, Pigure & Lllustretes « 
fob fanlly plan deweleped by the author for eheg foba tn 
ao @ircrart factory. 

in the exempis, Jobs were grouped on the haste of 
1) work dens, @) teole, machines end other work alde weed, 
ant 2) sateriale used, alee 4) ewignifieent ohystes] demande 
required. The individual Jen then, with ite tefinite 
pettern of required cuties (by means of the Job Pesertption), 
poyeles] denantise, specinl skilie, sechiaes or teols, 
forms the boulgs for the Jeu faeily, For axaepie, in Yaser 
Croup $, comsleting of hemegenious grouping of Jobe of the 
Took ané Die Beker, Jig Patliding Fleer, and Hench Neehani«, 
Upude A vere gronped together because they ali involved in 
verying Gegresa, a knowledge of blueprint reading, or come 
putetion by shop methemctica, anti of inyout of meted parte 
fren blueprinte. Of ccures, some of theme tobe required 
(1) ins bee Bates teployeent Services Wenual, Part IIIf, 


(Ynshington, iy Cat United Seater Replaye 
BO, 1843, pe BOOLs 


Tervice), dune 


(44) 

@ Bigher Gegree of gkill than otuera, Thie le provided fur 
by Lieting tue jotw in tie teble in theix inereeeing order 
of eklll. Yoslend Ole Veber, being the mpet ekiiled, bheade 
the iat. The relative ekill ie ajeo Ixticntec by Labor 
Orede, whieh ig » ters uaed to convey poy level of the Job. 
Levor Grade i is tne ipnest pay lavely iaber Crede 10, the 
loweste 

fhe Jot femily pien of extatifiehing foh relations 
offers many advantegete fy grouping efedilar joba tn order 
of thely inoreneing akill, 1% outiines « mower of Gefinite 
‘career’ plens. Typically, workverx would be hired for the 
lowoy eeililed fobs in the groupe fron octelide the orgeniset toms 
Fromotions sould then te wade, in an orderiy and epetematic 
manner, by advancing qualified workers inte the meat higher 
Joba in their cocupsationnl groupe The bapinning worker, 
by referring te the job fanily, te enabled te see the 
‘eapeer’ possible for him, in whetersr eceupetions) group 
ng ehoosem to enters Furthermore, if job deseripticane are 
eveilevle, be te oneblied to ane Bhat training be #112 beve 
te sequire in order te qualify for the higher Jote. If {t 
i@ Geglred to eller eseplevees to transfer between variace 
groups in tie Job fenily, interegroup relationshipn sey 
Hie b6 getebliaheds 

the thin ete, in the trensfer plang notification of 
exployees of prometiong, say te handle? in se mamher of 
aatiavectory are. following fe « euwoury ef a plan 


(45) 
enployed by Uerr, Adawe, amt Collier, Sesh em Door Manwe 
factoring Company, Cubaque, Towas 


iy hen @ weonnoy oocurs An K re ‘ ae ro 
ondey or their ‘wentortes by 2h tee Text 
lower akilied fer in the tok fantly, 
iSeua Jobe require paselne « gquelifying 
test.) “nployees are coreldered for 
promotion in order of thelr sentoritv, 
ant quelifving ones are wo nesified be 
taeir muparvigors 


& if so tuulified eeplovees ars found tx 
the Jot foaniiy in which the wReaney 
eecurs, tre Jot te advertised, through 
notie@e on bulietin poerte, te income 
bents of o13 job fanilies, enti the beet 
apelicant is selected if qualified. 


GS. if me quelifiee eacleyeus are foe 
throngs acvertisenent, epglicante are 
nived free the ontelide, 


Pingliy, #ith reapect te relating tt tranefer plen te 


viher persone) fonttions, advanteces ere chvious, For 
Ganwole, werkt ratioge, testa, eeployees’ work recorda, and 
sefoty anc sedical ragerte pertaining to the expleyee shonid 
61% be oormidered in eelecting emplegeme for trenafers 


Joo annlyele offers the only gourm! Beale for the 
treining of eupleyeas, perticuiarly if ueed in confunetion 
with the resrpuiteent function, previously Cieeussed In this 
yeport, The trend teday to more ent sere towards tying 
togetuer theas tee eriticeal funetionse. Cerefully prepared 
job Ceneriptione previde new exployees with ‘eform tion of 
exeotly «tet management expecte oF thawte Likewise, they 
provide eupervieors with « etermiaré definition of whet te 


(46) 
expect ef the employes. 


Subsequentiy, the fod deseriptions may 
eerve wn « reference for praperstion Or tne 
euperviaer of « checklist af those sepecte of 
tie job in whieh tie eaployee ie weakest, 

Gule tnformtion, otiliae? by the auperviser, 
ox by representatives of treining depeptaents, 
then Gecamee the tagie for prectice) o14 tow 
theepoint training couredas (14) 


Mistericaliy, exployet training pregrese 
tete back ws far oe ipdustriel ent goverrmentel 
erginigations, They were the Diggset eeliing 
pointe of the medieval cuilésa, They vere 
pregent in the apprenticeship training pgragrem 
coorcioated by the federal Sowermient.s The — 
funetion of wecations! treining hee beor peuead 
beech and forth between the educational inetitue 
tiene ant business and inéwuetrisl inetitetions 
ooneiderubly during ite long fletery. Af one 
tine there were vigorsis pebiie eduret lone 
inatitutions whe were quite willing te relieve 
intiuetry end commerce of the entira problem 
bewever, thet the public achoole here not 
eufiielent feciiitier, in a erent member ef 
caseo, be aseume onetheefot training, and 
industry vetaing, therefore, & lungs: ort ion 
of the eduentionel reeponelbi litve (12) 


Tetey, an inereseing noeber of public and orivate 
personnel cegartments include the function of exploges 
training, in induetry, for exenple, it le quite eoomen 
te fint a Treining Dlyecter with Sle own seperate atafl. 
aetivities -susliy inciude training workere as well as 
supervisors howe te perform, or beter perform, thety fovee 
This tnvelves firat, tiv clegeificet ion of Iobuy second, 


toe preparation of inetruetions] sateriale concerning expleyees* 


(14) forgone! Resverch Ped,, “Pepert from Three Compantoa®, | 


bermtG, Vols VIII ame Vol. ATi, 
pedia Srittant®, 145), ge 41% 
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jobs. Third, it involves the teaching of employees either 
by @ representative of the treining section or « selected 
worker op supervisor. In the latter cases, of course, 
the employees must be instructed in the principlee of 
teachings 7 

It le generally acknowledged thet the preperation of 
the inetruetional material needed for training clesses 
6hould be based on job anmlysie, atkins ond Dede states 


it is difficult to conceive of « suecess~ 

ful training progres in the steenee of detalled 
information relating te the vwariowe fobs in an 
eatetlishment. fositicna muat be cleaesified, 
inéexed, defined, evaluated, and related, if a 
ayetemeatic program of employee training is to be 
Maintained, Men cannot be prepared intelligently 
uniess the nature, cuties, end responsibilities 
ef the Jobe for whieh they sre being trained are 
definitely gdeserived, The content of the training 
curriculum, length of the training perloed, and 
selection of candidates for training are alike 
dependent upon an adequate study of Jobs. (16) 


Selection Tests 

The essential character of Job anslyeie in a program 
of voestional test construction te recognised by practically 
ell authorities In the public and private fields. As exe 
pressed by Tinghanss 


It ie @ safe assumption thet the eccuracy and 
success of » atudy in vocational selection will 
be directly proportional to the coupletenser with 
which the foundation is tuilt on the job ansalysia. 
in too many Ineteancea the peychologiat hes been 
content te construct tests and other measuring 
inetrunente after only e superficial observation 
of the work processes, (1%) 


(16) WATKINS and POWD, ope cite, pe 18%. 


(17) BINORAM, Walter Van Dyke, ané PREYD, Wer, jpoceduree 
in lnploynent texehology, (New Yorks fc™ raw 


tina 


($8) 
The evelution ef ger soadern methods fer ae lect ing 
ane tremeferring eeployeos oe practionl teste ef Job 
hnewletee, ox apiitede for jews, hos been alow en’ painivle 
froblese of improvements tn procedures ami teeheteusa hee 
beer ageonpained by other problems eriging fron Ind iecriaie 
twie amt iepreper ues of teate dewleed, Also, pertieuleriy 
in industrg, completely tovalic ceoupetetive metvetsa heave 
het to be disproved, such aa phrenelopr, srepiclogt, 
pRyelognemy, in fact, there ie some conjecture es te 
how meny @eployers, conselously or not, att11 eubserioe 
ie one or another af theme ooliatias | 
(Gh atmiyele ie the firet step in eny veoationsl 
testing pregras,. This eypiiea wheather the test te designed 
to negsare eaeptitule or eciiaqvenent, ginte aptitude toate 
ase for the purpose GF seesmpring either pregent or future 
suaters on the fob, ant therefore, must be redatec te job 
Guties, Tie Peletlonahtp ef fer anelyaele to the compiete 
pendese of test cometenetion hes been well gwerrited by 
Bonner eid Fines less 
Coneid@erec Wreadir, tie principal steps 
ipvelved in tha exmclinatien precese ere sim in 
rear t 
i» #00 areiveis to deteratem tha sdiliticoa 
em tepacities requires for sereeen in 
time paeition te be Filiee end tie prow 
mgtionns Rlerarthy of wilen i fe 8 pert. 
& tFetercination of tae tropes of evidence 
whies cen be ediwueed in reepeet te the 
pregenee cr shaence af theae Cesiread 


characteriatioe, art oF the appropriate 
exenity ineteumente for wach, 


(49) 


&, Whe Gutline are prelininary preparation 
of the @raminetion inetrwunents. 


é The etendercleation and velidetion ef the 
osaminations te be employed, 


Se Adeiniatration of the exmcinetions, 
&. ivaeluation of the tegt reauite. 

oo enalyais for tert conatraction must be sepplasmnted 
by other dete not usually requires in the other eppiient tone 
of job analyela. Tile might be diatingetehed «a “payehee 
logice. analyete® rather then ‘Jeb! op ‘duties! anelys ia. 
at inciudes, in sidition ta the informet lon on dut les ar 
reaponsivilities included in the wenei Job analyala, 

eves Carefully contrelied conerete stuly of « 
eonsiderakle number of individual workers, to dise 
eover in which parteactivitieu of the secupe tion 

the wore effielent individuais are ehiefly enperier 

to tie ee efficient. serge eesti@ oxtoneive 

deg Mio these —— parvteactivitios fount to 
signif leant. | FpCee eeeie to Ciscover, 

whet treitea of a Capacity, teuperasent, 

Will, @t¢., soehine to preguce efficleney in theese’ 

particular aegments of the vehevier under tovesti« 

pat lene (12). 

(Gew Pig. @ for om exenple of « job enelysie checkiiet for 
securing inforention for test cons traction, } 

& noteble exemple of prefiniency teete based on oxe 
teneive and ecmprehenaive fob anslyale te that of the oral 


trade questions produced ty the Secupationnl Arelvela beetion 


{16} #CSSEW & RIWOREMY, ape cite, pe 2G. 

(A¥) «BULL, Clark, Apbituce Zeeting, (Yonkerg«oneludigom, 
Ike), pe BOC, suoted in Rouber, Tithe. ae We sngeley, tn Dey 
igblie Fersennel instreation, Ser York amd Landon: 


(£0) 
ef the United States Eepleveent Service, The toate were 
developed for specific oocupaticns, emi cach congiete of 
sete of fron ten to twenty questiong. They ware éesicned 
te be aiministered orally ae an integral pert of tie ree 
truiteent precees, Some examples of trede questions for the 
eetcupation of Airplane “echanic foliows: 


Ae Whet lo the firing onier of « Rovble Hew 
a pare l4 eylinger, fratt and thitney 
gine 


. What color Crdeds Wentifieation band te 
used on a fue Line’ 


Vocationsl Counsel ing 
Es Se ESR A fy CRATER Uke 


#ob etmiyele bee always bean clopely identified with 
vocations] counseling. Ag a matter ef fact, the iret 
stitempte st greparing woontiarns’ ecuneeling seteriels 
resulted frase early job arclyais, Yer seny yeara, ine 
veatigators in voertional culducce, talled "vorstionsd 
annlyste!, enelyeed Jobe inte taeir compenet perte ao as 
te provide teees on which iniividwele eould echosee vooat oni. 
Predriek 2. Alien ia widely keown for bia pioneer etudy af 
tite materea. Called *tre eanhiniet’, it wee made in 1010 for 
the Vocational bureau of foeten, Maesachusettse, Following 
this, there wore a great seny ainilar studiles aude throughe 
out the gountry for numercus cecupationa, 

in the development od maintenance of voeations] scunse}- 
ing progreea, it wee necaasary thet job Geceritgetions either 
be prepared by the counselor or secured fron outetde eouregas 
The follewing viewpoints from verlous seuthorities Mivuetrate 


(51) 
their unaniaity in opinion with respect to this points 
That the vocational counselor needs te 

know something about oceupsetions fe ae obvious 

a8 it is that a tre! ae neede to know 

where the streete are. ( 

VYoeatlons] guidence which has for its pure 
pore the vecationsl welfare of the individuals 

ia founded upon several principles, one of which 

ig occupational inforeation an individuel may 

make an intelligent cholee of the ocecupation in 

mg he will be happy ond throvch whith he w111 

be eble to derive ea considerable livellhood,.(22) 
The effectiveness of vocational counseling 

Gepenés largely upon adequate tests, records, 

an cecupational information, fithout such aide, 

the teacher or counselor suet feel his way withe 

out « solid foundetion of trustworthy cate on 

what to base his conclusions. (22) 

Authorities ciffer as to whether the counselor should 
ectueliy sake the job anelyeis. Some ativorate lesving 
thie activity to specialists in jcb analysis, others feel 
1% im neceesary that the counseler engage in Job enslyste 
at least to the extent of becoming familiar with it. 

Yor those without facilities to seke job analysis, 
there are aveilable « trecenCova number of publications 
describing Jobe and profesetons,. Fosalbly the most come 
prehensive is the Dietioneary of Cecupstionsl Titles pree 


pared by the Onited States Dmployment fervice, Typical 


(20) PFigcH, John Ae, ¥oo 3 ais nt aang 
for the Amer Loan Asaocla DOe vey 
(Coluebia University ja er York, 1926), > 49. 

(21) EIKINBERRY, 2. Be, Ope Cite, pe 47% 

(22) BARUCH, Otto, amt 9 PERECUITR, Go Io, cuidenes Pane end 
ke Ko. & (Catease, ILlinole, clenee "esearc 
SS . 


asoclation, 1041), pe 8 


(ea) 
Governmental organisetions offer ing euch meterial are the 
Boreas ef Census, the United States Office of Riueation, 
ang the Departaent of Labor, 


Voeetionsl rehabilitetion pregraeze, involving s#ong 
other things tumprehengive job enelyale ef occupet tone 
suiteblie for handicapped employess, have been culte common 
Sines the beginning of the lest war. Eepectally recentiy, 
such emigavore have beer entonraged by educational, private, 
public, ond laber organizations threnchout the country. 

in spite of widespresd interest generated in this 
probles ef tie hendicesped, tr the Covernaant ant varions 
eoviel groupe, phyeles] demand prograsea are quite comaonly 
ignored ae « normal function of personnel menmagesent, any 
orgenientions simply de not want te be uethered, toes diae 
mige the problem ith « pereraliszec exeusee«for exenple, 
tint they oust meintein nigh medics] requirements for ene 
trance om tie Jet. OCthere euletaln thet biring physleally 
ééfeative indivicwals sieht reawlt in fineneiel lose to the 
te the organization through acelidents ang resultent higher 
ineurance rate. 

iG the other eatroene, anc equaliy deleterious te the 
oaployee, are organizations wha hire handioapped pereons ine 
éiserininately. 

fie customery peection of the exoleyment 
inherwiewer Is many plentse, when confronted with 


the phyeliceliy bendicepped individual, le mentel ly 
to Oo over the evaliabie fovs in « not te0 welentifice 


(53) 

manner, in an.effert to determine whether 

the person could "get br’ on one of the 

jobs. <Any succese gegulting from hiring 

methods of this wind ie apt to be a matter 

of colnciéence, There im teo much thence 

in thie eituetion thet the individual #121 

be pleced on a job on which it fe true thet 

he cen 'get by! but on which he can scareély 

uee & resilly satisfectorr amount of work. 
m edcition, there in s pomeibility of endergering 

the safety reeord of a Cee by introducing 

workers in this manner, (23) 

Adoption of e syetematic ant careful physice!] cemendia 
precram bas proved through ineresseé production te be sore 
then Just « social service, This ia lllustretec by soce 
firme who, from the sole standpoint of efficiency have sade 
a practice of hiring physically hendiecepped perrons exclusivee. 
iy for selected jobs, Plind perscns, for exanple, have teen . 
placed on dietaphone typing Jobs, amt Ceaf persone on noley 
feetory jobs, In euch cases, and many others, production 
reaults frequently have been much greater due te inability 
of workers to be distrected b certein clemente, and to the 
fuct thet persons handicapped by phyelenl limitations tend 
to adjust te them and develop compensating physical obllities 
often resulting in eboveeaverage performance in other ectivie 

Sete A result of a survey of bandicapped employees at the 
Consclidated Vultee Aireraft Corporation illustrates deetrable 
results obtained: 


(23) WAR, Re Te aroestae Physically “Mandiecapped” 
Per 3.” Jou 1. Bs, Ne. 4, (October, 1944), 
pe . 


(84) 
the importence of seslpoysica) desends) 
eseprocedures beeowen clear in tae light of 

recent surveys on eatecnteciaa ami turnover. 

Cur Sen Diege plant reporte that prelieinary 

studies sade on over 1000 “en and women at 

the plant baving phyeieoni Lisitetiona, herve 

shown thet the ateentes rate among these 

poopie ia lees than belf of tie average rate 

for the plant. 

Pron a moral atantépoins, tring in with 

the reducing turnover, the resultent benefits 

of the pregres are obvimwe. Phe individual 

fewls that a tonmsielentiouw ebtempt hes been 

wade to place hin en a Jeb whieh he can pree 

perly bandle, As = reeult, he 111 make « 

atronger attempt te atagy with the Jot ageigne 

ments (24) 

A physica] denends progres coneiste eseentioliy of 
the metehing of workera with physical Lieitations with Jobs 
whieh they are qualified to perform. It involves, 1) en 
anelyveio of Jobe in an orpenteetion, with onphesle on their 
poysiee! requirenente, end @) « plan for apgpreies1 of the 
physical capmeitiies of a worker. 

Piret, the job snalyais should imelude a very detailed 
report ef the physical activities require? of the rorker, 
ané of the working conditiona under whieh the fob must be 
perforeed. Tevond, with respect to on eporafeen’ of the 
eorker, thie Showlé be dons at the initial interview pree 
ferebly taeed on « medical axeminetion. Subsequent changes 
in the physical conditiona of the eeplieyee thamugh age, 
aceigents, or sickness shoulé be reeardec te faellitete 


bis proper eubséquent transfers ent promot longs 


(R4) BAUR, Ibids, pe 18R 


{8&8} 

in centlualon, the desirability of eateblinhing « 
physical demands progran within the personnel depertzent 
eeees quite justified, The job information developed for 
euch « glen serves to, 1) fecilatate the efficient operation 
of procedures for alloceting new employees to Jobs that they 
are physically quelifie® te bendle, capecially these workers 
whe aust be given speriel consiteration voreuse of prvateal 
limitetione; @) for trensferring « worker fren ove fob te 
enother within the estebliahment whenever it bas been foun 
thas be hed been inaccurately pleced before the prograne 
put inte operation; end &) for giving the beat opportunities 
to workers injuret en the fore 


& Giseupeion of Job anelysis ermult ve intemplete withont 
rPeleting 14 to Inher rpelationge-ane of the sont iapertant 
tamapesment fumptione. At mo tiee in gur hietery bas labor 
been #6 atrosg. froblees of the worker and his fob bare 
become not enly of primery iepertence te private and govern» 
mental aaployeaneothey have been taken to the highest 
wutborities in the United Statere=(Congreas, the Suprene Court, 
aii even the Presidente) hore ere many who think teat induee 
trisl organisations, even with their apectelieed labur relations 
ntaff, ore incapevle ef handling Inher probleme we ithoxt 
Sovernsent help. Therefore, there la « conatent pregsure to 
prefect the Istter sore and more inte the oletures 

iaver relations baa been Gefined ae including “these 


(86) 

probless thet grow out of conflict of intereste, either 
roal or spparent, within the buelsese organieation,”* 
Therefore, toe function of the labor reletions seetion in 
the personel department ia primerily te integrate the tntereste 
of workers ent maeregement Im such a way an to @lininate 
these conflicts «sn much as possible, This means that a 
primary objective La the promotion of gout morale within 
the organisational atrusture, anc elimination inaoter as 
potelble of the erlevances of workere concerning thelr joe. 

Bhat ie the relationship ef jot anelyeis to later 
reistions end the prosetion ef serelet Althoves eany other 
elements might have an effect on group interests, the more 
ieportent cones are concerned with wages, hours of work, trenae 
fers ani promotions, anf working conditions, Theas are 
fundeamentel igsuee, for exauple, in every companyeunion 
contract negacisted. This theelea hae been devoted almost 
entirely to eaneiyeie of the application of Job eralyoia te 
these probleme, The conelugion expresaed below, therefore, 
seams quite Justified, 

In @ very reel sonew the transcendent purpose 

of job wenulyale end Job specification la the 

equiteble adjustvent of prievances or thed? com 

plete eliminationes. 46 appreciable amount of 

morest in industry fa attrivuteble to the absence 


of adequate inforration about Joba. Sroea ine 
equalities is retea of wageea, failore te inesugpreate 


(86) 


(8?) 

@ syetematic plen ef promotion, fevorition and tne 

juetice in the execution of tranesfera and proe 

motions, inabliity of depertuent beads be 4 |e 

fully the intrieseles of Jobe, end lack of 

teli: t eomprehens ion haumer dh yen tl 

¢reate diecontent that often develops inte serious 

erlevandea. (86) 

Ye aiznt well eomler to whet eatent union oryanisations 
will particigete in the job snealyeie. ©o heave experienced 
in thie country, alone with the grewth of ontonien, sore and 
more eapleyee participation in whet was previevely sleays cone 
eigerei senucgewent functions, Yor exexple, It te quite creamer 
prentice, partioulerly In tweiuese ond imivetry, for repreasn 
etivese of enployees te elf with menagenent im detereining such 
personnel polieles as how expioyees Will be atred, proncted, 


lata off, end recalled from leverrs or in detercining matters 
oF seniority, vecetions, hours of work, ati rates of pays 70 
stmli ¢iseues aeither the pres nor cone of muth joint efforte. 
Eewever, 1% la gertinent to discuss briefly the extent to #hich 
employee unions are purticipeting i fob anelyelse, which has 
been in the peat « quite jeelously guarded sanajement functions 

im past prectice, unioos herve been aguewhe: openly opposed 
te job anelyste, for various reasonme Thw chief complaints 
were: 1) that Jeb analyele tends te grenote Job eloplificat tone 
st ia claimed, for exemple, thet 

sesnot to be overlooked te the tendency ef 


jov evaluation eyeteme to erento hundreds ef job 
Cleseifications there only « fer deren previouealy 


(26) WATKING md DODD, ope cltes, Os 18%s 


(88) 
* minted. (fhie heppens, of course, from other 

causes ap well.) With more clessifications in 

the plant then formerly, it seane fever employees 

in each classification and consequently weakening 

of seniority protection. Fothing need be feared, 

however, where there ic « strong union and « 

sown union contract with a good sentority cleuge. (27) 
Tris subject ie Giseusse? further under the section Job 
Engdineerings 8) that it tends to break a trade up into many 
crafts. Aa stated by donn ?. Prey, who ezpreseed the view of 
the Metel Trades Departeent of the A. F. &, regerding the 
"Closing Repert of Wage and Persenne! Survey of the Personnel 
Classification Hoard "«« 

You have already had your attention called 

to the fact thet sone of the sechanical trades 

heave boon divided up into 1%, 19, or 80 different 

crafts, each with a ¢ifferent group (ki. ecxle) 

Of payees That te the very thing which thie 

trede union movement tas fought eguingt from the 

beginning. (8%) 

Nany unions etill diseppreve of some especte of job 
anelysis, primerily because in effeeting organizations? 
economies it ‘waters down’ pry rates. However, the majority 
secept it as an iseviteble edveneenment of syvetemmtic manage 
wont. They, therefore, have not confined themselves to « 
carefully gauged participation in the Job analysis progrem,. 

Sone natione2 unions ceution their locel representatives 


that with respect to Job enelysis, “only headaches will result 


(27) ALL, Prank, op, Cites, De T%. 


(22) Report of the Proceedings of the Pifty-firat annuel 
‘onvention of the Amerioen Pederation of Labor 
(Zeld at Vencouver, © Ce, Cansda, 1051), pre 51 %9815 


(8) 

ig the union takes over functions whieh _— bo sanecenent. {2 
thie is based on the logics] resgening that if the policies, 
feveleped Unrough perticipetion ef union officers, were subsce 
quently disagresd to by euployee members, the union effictiala 
and mot the company would tear the brunt of the atteck, Alea, 
it recognizes thet tne wenion, fer sueh caee, would be in no 
poeition to rectify the situatlon, 

ohe gooltion takun, therefore, by weet unions, net to be 
# Joint perty to menagesent's Initial joo of malsyeia aeasea 
mound. it le to meeure, Wy contract, Lf poasitle, the right 
te recommend ami revier propowsle (workers Sring to this 
function e thereugh knowledge of the Jot); te participate 
in te maintenance of the plan; anc ta content through an 
emieriy grievance procedure, fob deseriptions with whieh 
it disegress. Typies) instructions te thie effect given 
by the union follows: 

fhe lorsel wilon should refuse ta secome 

*® party to or be bout by anYesetypatems witch 

Senagerent may use fo establian fod eveluntlone, 

eee¥@ Lot the tompany use whatever method att 

pleneeos, if the reeuit te satisfectorys 

and gout. if it le not, the ecmpany ml Pa et 

fron ve, The eniem shovld always reserve the 

rixtt to ehelienge any Job values waieh it finds 

unsetigfactory end to utiline any ane #11 factore 

searing on the enats (00) 
ttesplen of typien) cleuges in industrial labor eantracte 
illuetrate current grectices ef unfien perticipet lome 


(gv) HAli, Pregk, Oe Gite, Pe The 


(30) United Sieetric fadio ertt Machine Verxera of America, 
ORe Cite, 143, Pa Ts 


{6G} 


Promptiy upon the gigning of thie agreee 
tent the perties berets eball review the elaseie 
fieatione of 211 emplogece covered hereby and 
where, om the busio of the work performed, an~ 
ployees are fount te be Lopreperly cimasified, 
ube eonditions wili be corrected and exployece 
pale the pate for the job, in tide connection 
it ie understood ani screed thet differences of 
opinion with respeet to clsasificstion ahell be 
eubjeeh to thw erlevance procedure oatell fahed 
wy thie agreoment. — 


| Therever elther party desires o cdenge of 
jow epectfiicetions, 14 «hall subslt te the otter 
in writing, the mame and the Job number of the 
ob ppecifiontien of epecifleations that it 
gegives changed end the reason or reaaens fer 
sugpeeting the chenges. in the event af dise 
agreement, the item or tiieme ta rng sino 
would be peferrec to en earidiration baerd enme 
sisting of 8 weubere, (21) 


ay p 
eS i 


feb engineering, aeoetines referred te sa Job aiapli« 
fication, or division ef labor, is an enc product of jod 
enelyeie,. <“urlovely eneugh, theugh eens gorsonnel de« 
parteents epplied tile terimique, ewpectaliy ¢uringe the 
lest wer, 16 bee been unec quite informally, enc there ip 
prectionily ane litereture pertaining te tte Fhe author 
defines it es "The process of reorganisation of fobs 
oyoteuntivglly ae So content, scope, performance nethode, 
teole atm! equipsent, ant surrounding conditions te achieve 
the followings” 

{32} Glivertse Aseoctetion, ines, industrial "ele tions 
Departaent, Carvent $llity Labor agresments 


tee Pawns Giiverts Asscetation, ices, 1048), 
pe “es 


(82) 


iy» Combination of teake within jobe sag 
Gletribution of teske among Jove for 
noek wtilieation ef the ekhille of 
aveilebie warkere, and for beat affie 
tleney emi dbeleance in the Mlew of work, 
emi for ayetematic loprovenent «f the 
haber Sorte, | | 

& fHeergeniration of the apecifie astoede 
followed in Job performence aml improves 
monk of working eomitions, for conmacrvie 
oe moet efficient use ef the workerta 

Cl Oe oe 


Jou engineoring te seeouplished through Job enelyele, 
oné is egueliy appiiesble te shop, cleriest, administrative, 
@r technics? Jobe, in primeipie, it le gigpie, iavoliving 
the etudy of « job, to datersine if the work caneot be aglit 
up ao thet, for example, twa Joke say be gece in the place 
of ane. Por example, let us suppose tee highly paid employes 
are clnaeifiec on « Jove which vequired, in addition to high 
skilied teska, many duties of lower extil. If the Plow of 


work ia heave encugh, the Logner skilled teaus wer be ranored 
frou the opigine) Joh end Incorporated in «a new job, The 
dntter, oowicously, by requiring o lesser Gegree of #k131 
would putea lower peys th would sleo require leas axe 
perience and trainings, The resulte tiluetret« the theory of 
job engingering. one employee iw retaimec in the higher 
suLiled jot, whtle tha other is exspigned te the lower aki lledee 
ood of course, lower poide«Job, Pellowing fa an example of 
job reengineering (2 the eceounting flelds 

whien the seseuntent pertarnss aan Let eo apatt 

it inte ¢60 ant G80 work. (These tre asounte ore 

used te Peprenent the extreme tn the seule of 


@levienl soleries ant ape eywholie of *head’? and 
‘routine’ work.) 


(G2) 
then the saccountetit wante « alatenent 
of financial cencitieons he would ineert the 
titles of tne toluene to te Plileti in ant 
Aiet the items end then atop, “e hew Gomme 
pleted hie 50 Job The copying of tikw 
figures from the iedeer to the statenent 
then becawes « (26 Job. (28) 
the grest advantages of joo reengineering te wanegement 
are quite reallly epperent. ost important, of course, ie 
ite contribution to prester prodwctliv ity. 
Adem Sakth, writing in pie Yerlth of Ketbions 
in 2776, suggeated three reasons ehy the divieion 
or leter incresees procuctions it effordie an ineresse 
of dexterity in every woriaun, effects « caving 
of tine otherwise someon ly deet in peesing from 
_. kines of work $6 enother, am’ leads to invention 
A gFtet member of machines whien seeiet the 
sceaer in dging the work of many. (33) 
ip our present day, Job reengineering ta one seoret of the 
Mase prejuction, sa¢embly Line type of orceniention for whiek 
the United Oteathee te netted, Tnegh the refuetion of the 
umber of €ifferent kinds of erililevela ef teeke tnvolves, 
orm inereseer, therefore, the rete of repetitian, If enables 
oluee or wilteecoller workers to sere seelly «nster their 
Guties en inereasen their rete of outeut. Farticularly 
during periods of labor ehortace, an duping the last war, 
joo reengineering wae found particularly ueeful in per 
witting the hiring of univained help, epeseding the vocrading 


(92) @iTOMLL, Jotm, buts hh of Socey fiice Manaver, "Of iLee 
Organization. em Fr youLeae coe core: Ageyrle 
gan Kansgenont pict pa a i9el)e Be ie 


(32) WAST R, Ge Pea and DOD, Fe hey GPa OLGe, be 180, 


(63) 
ot present personnel, and atepting Jovw far women workere. 
het Ja labor's sitituée tewaria job reengineering? Ae 
night be empmoted, many of the Shinge phive make [4 attractive 
to mansgement form the Denia for a rether general antaontes 
on the part of organized labor, The resultant lowering of the 


wuge go6le, inercase of lower skilled enpleyeer In an orgeni« 


miion, the need for fewer tote) employess becaues of creator 
incividusl productivityvees]) nontrlonte to thie attituie, Por 
oxsaple, unten offielaln sre werneé br thely interne tional 
oregon Laat ones 


The conpany mey decide te treek town certeln 
eos fobs to wake sere fobs, ane simpler ones, Tuite 
preotice may belp welotein preuction where skilled 
workers ere searee, vut it way wlao be used es on 
wxouee to poclagaify the fobtiesese ene pay leas for 
them, Otter tre cmspeny gives ae the reasoe the 
feet timt heavy Lifting eee required on the origiw 
mal Job, duh not on the new one, Severtheless, when 16 
wrweke Gown the job late ita esapenent parte and kee 
« isborer do the Lifting, 1% pare bie a lower rate 
B1Let. (S¢) 


termagenent'e yotattial ie thet tn epite of union opposition, 


there te roseon te believe vorkere obteln benefite Trem auch 

aotkivitg, chiefly in view of the fact thet 1 tende te aeke 

metery and perfersanes of Jobe enaier, Alea, that 4% 

facilitates oie OY Petueing the Job im ekill cetween 

cornpa th ana. 

(24) Untted Sleeteic Pedic and Gachine terkers of Awerles, 
LG4h, Ge Obey Be Ste 

(Sh) WATEIRS ond PORK, LONG, Oe Cllieg fo ROMs 


seadadintcena’ sical wae & savtiniictis invelee epplie 


cation of the principles and techniques of fob anelyaias 
te »ecaues the latter involves on enalyaie of the very foundse 
tion ef organizational etrectureeetie fob. 
job iw Gefined as conaieting of "the activities of an trtivide 


wal in the @ivieion of inbor of an organisations ik ts exacte 


ts this sense, @ 


iy a weet end oo lewewes fonetionel walt of orgenigne 


tion, * 4 sumeary of etepe meceseery in the Gevelcogeent of 


any orgarivgetion Illustrates the relationghtp of job analyete 


te thie aotivity.s 


ke 


Be 


(86) —— Fe a, 
ow fo 


COUPRLELY ¢ re: he ; Zz 
funesi one that whall be saevaenne ie order 
that the unit auperviaed swy etcouplish 
ite objectives. essfor example, the srecre 
tive or supervisor cetermines thet he needs 
senufecturing, Cleterivation, marketing, 
accounting, eredite, ¢ie, “© makes « cote 
plete let of these major sotivities and 
he the pees pa Bayi eS 


cB vars = See atte into ‘oncant 
fat ton unite ne cane @efinite poeltions, 
agkignhing te seek whit and positions the 
fonction, reaponeivilities ané suthert« 
ties that go with It. seesthe ultimate 
ebjactive of allesse activity te the per 
forcence of the reek ant file workeres 

ah between bhe rank ang Tite end tap 
menegesent ie & greet body ef line and 
starf setivities ent people «hose orimary 
functions are te rellere tep same genment 
or detell end eecenéary considerst i ones 


ant lever Pelatt 


lerie ; 
vk, ve fone Le pees ; Geiwaials 237) _ pe BS 


thle 


3% ‘Stahpe € BOG tne ec haw lt ies 
BES funet fons peanived, and Fam 90t thease 
up on « besla of eeurd orpanteation structere, 
£S le necesenry to detercine the niveter al 
apecifileationa of individuals reoulred for 
these postticns ani activities, Therefore 
eeolet Gaeh position there sheild be « tise 
ef specifications required of the inéiwidunl 
to ag ae rte gp ) 


& 
in thde application of jy micuhe: there may well be a 
congideration of principles Involved in several of ite bye | 
protuete. For eaxenple, jobs suet be orented Ix such a menner 
thet their contents comprise the best eoubinetions of teueke 
frem the etendpoint ef thelr relative skill, treoiming tise 
veguired fer their perrercanaa, as relative velo from « 
pay ¢temiggint, The epectiallieed toohnienes of fob rene LOGO. 
imy and fob evelustion heave been developec specifically te 
actciplioh theee ovjectives, (efor te Mizure & for an 
iiuatration of the application ef job snelyeis to a deter 
winstion of manpower requirements, and later costs, The 
application amt relationship eof euch supplementary techniques 
me job evaluation and {ioe and wotien atedy ie alec euggested,) 
—s« Fpebably sere coxcen is the appliention of job analyote 
te the plenning axl review of exiating ee im this 
yospeet 1f provides en 
emieriy inventory ani anelyai« of tne 


duties art responsibilities of positions, 
the Clacovery of taely superticery relstion« 


{57} WECM F TELS, Be apd SLOCHPIELG, Mey SOPs C1te, 19G6, pe Be 


{66) 


ahige, ond the trecing of flow of work. 
seehithough the classification process 

goer riot ef ite gen forse carry whith it 
aubhbority io preserive er change orpante~ 
tation etructure, liner of reeponel bility, 
work-gequentes, or toe neaber of positiane 

ef een Wind, £0 emst co inte these faetore 
ont the results shew what exiate in all 

these respecte, The gietere thus reveniod — 
porbepe for the Ciret tins, sey be ao tllegi~ 
cal or wasteful that 0% ealle for attention 
ang correction, Vheever mey be the offielal 
having the power to oake tie correstion, the 
eloselfication feebe are ole besie tools and 
the olagees of lane titles of the position 
elesalfiention pler hia lenpuage for exprease 
img: guth corrections @rai making them plein te 
othera. (86) 


sob analysts provides reliable end epecific information 
needed for the preparation and review ef tedgete. The latter 
activity, of couras, would be qulte Inoomplete if 16 a4¢ not 
ine lude careful entientes ef the Kiet ant ameente of worker 
services that sust be bought by eny Orgenicntion, The making 
up of budgete reqaire Iiagion beteoen operating eupervieers 
or depurtieent beads, cenere] managerial beeda, eeeountiag or 
fiance] beeta, and quite often pepresentatives of the permennel 
fepartment. faruch élecussee the application of feb enelyala 
in the public poreonne] field 

Recoune of the uniform, aefined terninelegy 

it affords, the clcesifieetion plan cen be weed 

ty aiminietrative officinale cv ea definite teol 

for presenting requeate for funda for personnel 

seyvicae in cauprehensible form. Scheduies of 


poultions are bullt upon the of fielal cleaga tities, 
wmVing the seme peaning te the writer ant the reader 


{S0) GARCCH, Temer ioh.}, Ops Gite, LU4E, Pe The 


(e7) 


of sebedules, @noh title being aupportabi«, 
if aeesesary be an offieiel explanstion in 
Poe Pore of & clage apeai lion’ lots 


Purthercere, the oxetutive ant leglew 
Letive ageneies concerned with pacommending 
oY paseing upon the requests of wse@minietrative 
heeds Tor appropristione are esebled te cat «| 
tlesr pleture ef the ergeanitation end pos ition= 
content of the cifferent operating write ae a 
bowtie for extion, (88) 


closely o¢epdineated with fon enalyeie sotivities, Tale hee 
resulted! tn the previelon ef jot armiyeia inforeation on the 
nurrouniioga and tegerdie of Joke on whieh medtend one sarety 
Givielonea econ teee often more comprehensive prograce of 
eecitent ant dieheelt® provention., tystenetic and therongh 
ioe apelyale serves a teroefolt puerpowe in thie respects 

they previce information seneeraing the pregenee of woomee 
fortabia ené even denmgeromw eurreundinge or ecuipernh cone 
éitions thet sight reault te lowttins, Injuries, ant eapleyee 
eompentiatlon ¢leimes and they reveal oecupations whoee wage 
Peles wight pousslole be weinees thraigh corregiion of auch 
eomlitiong, at sonetery euvings to the organientiow, The 
iwtter is explained by the feet thet preacticalie «12 feb 
evaluation plene recognies that the presemee of undestrabie 
orn iogs tr carious tmeenla on @ Jou warrants additional 
poy for ouch ineushents ae tiomgenaokion for thely expoeere to 
euch comiitiens. Yeat and Vetonit stethes 


(29) PARUCH, Tamer, Telde, 1948, po Obs 


(68) 


The use of Job emalyets to detect cone 
Gitione et jobs which sre detrisgental to 
health and eefety of the workers ta not 
fanilieres. “epeciaily in reletion to the 


 wedioal and aufety work of the plent etudy 


of jobe has been shown to result In isprovee 
sente end in reduction in expenditure of 
Sicknese am! accident. 


Sueh atedy in one plant dleclosed the 
situation that there wea in one department « 
bronge beth operation. Zhe fumes from thie 
work were #o noxious that the foremen hed to 
leave for « month's veention every six months 
in omer te recover aufficient heelth and 
atrength to eontime work: no worker wae over 
known to atay «t the operation sore than toree 
sontha.s (40) 


in conclusion, 16 aust te mentioned that, as in matters 


of hee itis and safety, 


Job enalyels, when thoroughly epplied te 
epy job, not only uncovers defects in ite hand- 
ling which may have gone on unobserved for years, 
but 16 eleo shows how they enay be overcome, what 
remedies to apply and how to apply them. For ine 
stence, fatigue etudies have ceconstrated the 
practical vealiue of rest periods et etated intervals. 


Yor operations engeged in highespeed production 
or continucus-operation work, thie te moat easentileals 


end yet without job enelysie these fatigue studies 


and the good resulte tuey have brought would be ime 
possible, (41) | 


Frergonn Tepes) 


A pevlew of the many applications of Job analysis whieh 


heve been Giscuesed here, muke the conelusion inevitable that 


(40) 
(41) 


EAD, ond RETCALY, ope Cite, 1986, pe B61. 
BOPROOD, Fe Des Ope elite, 18d”, Be "Be 


(88) 
it should be an impertant faeter in contributing te a 
progeras of personnel research, The latter te aesuming « 
nore and more important peseitien in the atiminietratian of 
emern governgent, business and industry, The significance 
of job anealyaie in relation to sclentifie research in the 
provlens of time and motion study, Job evaluetion, orzani« 
gational development and planning, enc budgets have been 
augegeeted, A similar intimate relationship exieta between 
job analyaie anc studies of health and eafety and fatigues 
(fee Figure G.) 
Oeevpe tional digeseo and ratigue have 

their saugative roote ip mature of the Jobe 

or ite environmental factors, en’ on snelyaia 

of ail causative comfitions te foxrdemental to 

remedial acticn. 4 study of Industrial seci~ 

Gents invariebly involves an anelytical study 

ef the enatomy of these fobs that have a high 

accident frequency and severity rate, Cnly in 

this wey can the heserde peculiar to particulier 

Jove ené machines be uncovered and proper safe« 

guards devised to reduce acolidenta, (48, 

betelled information regarding structural end funetional 
aspects of jobs ere cosential te the solution of these problese. 
The following quotation applies equally weli in business and 
government, “Job anelysie may eichaanienl 1-1 be described as 
the first step in industrial rereareh.” 


(42) DATHISS, a Bay ard BODY, Pe Res Ope cite, igae, pe Let 


(70) 
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the analyeie of the reletionehip of Job erelveie te 
public and private pereonne) siminiatretion, which thie theate 
tee attempted, revesls convincing evidence of ite fundamental 
ixgortecns and bread ugefelnese, tte wae tn the efvii 
eervite, anc public eaploysent service, Wueineus, industry, 
the eaereed forces, anc e@uration ceetify te lie importance as 
& wajor function in iteclf, equally applicable te any kind 
Of organicstion., In teeticeny of this, ts precedure, teche 
niques, am potentialities tn the fielé of sahepgement have 
commended the atiention of epertaliete enti writere in the 
fields of polities’ science, engineering, pornonne] manages 
went, econmules, siueation amd paychology. 

Of sguree, ea with avery new development of mana genont, 
there ure thoae who opposes the idea of poet enelysta,. eae 
are in the pecks of exployera. They belong to that tyne whieh 
are consietentily baving trovtle with workera end work achedules 
without realising the roosiy. Then there aro eque from the 
ranks of later whe view hyperoritiesliy aut ecapieleonsly alt 
wbienpees of exployere to apply eclentifie principles te euch 
persone) funetione sa eegloyer seleetion und trensfer, and 
esteabliahwent ef wages and galerica, in eueh cante thoy 
attribute Job enalyele te o materlaliatio deaire for preofite. 
thie ie, of course, true to a certain extent. The original 
impetus of mest perecnnel nanegenent Zunetions fae come row 
tise fart Ghat they vers oonaidered "good businese'. This te 


enpenialiy true im the eeee of ouch applications of job analyrais 


(78) 
ee job reengiveering and Job evaluetion, bernuse profvit Le 
the Lifebloot of sodern capitelion, In the governeent, of 
eourge, the preflit eotive meg be parnlieled by « desire for 
budgetory savings. 

Tiere are soue organizations which tend te eppose Job 
ennlyets o¢ veakening collective bargaining. Yniesa it te 
uneerapeleusiy eapleyed, thle position can only be conetened 
be poem that the more chawtle the conditions carrcanding 
e job in an organisation, the bwtter ehente for a streng 
wien te take advantiace of management. 

Aetusiie 1% tue teen found thet Jeb eneiyeie corves 
got only ie wmehance the officlemsy of the entire personnel 
éepartwent, Sut contributes creatiy tewarte the lapertant 
eociel objectives ef worker gutiefaction and sercupat iow) 
wijuataant. The significance te aniapweent of Job onnlyeia 
im recruituent, tranefers ant prowetione, job avelustion, 
ieber riletions, ard pructically ewery phane of cetivity of 
a gohpee ite publiie ami private gerscommel department bea been 
suggteted, ite «advantages to enployees, on the other kent, 
ere in direct preportion to the extent that it feeilitetes 
& ore eclentifice, sbjectivu, end felrer administration of 
these funetiate«efor they are all cenmerned with the beat 
moana for ubiliging workers on fobe, Ft le really quite 
imenterial whether er not job armelyaie hee teen developed 
through the sequiaitive desire er through slteaiom, elnse 
it benefits employer and seployer alike. 


(7S) 


| Stendardiszetion of Tereinolosy 

Pipet, if seewa dealrabie thet creater attention be 
tirected toward etanderdigation of termxinelory weed in Job 
emaiysto, Ag bow beer mupgestet previnewsly, there ere ele 
ook ee meny definitions of tere ued ae there are vecre of 
joo eneliveia, Thies hes sleoet obecured the imgortant faet 
thet fumcacentelly seet types of job enalyels orecreca in 
publie and private exnteryriee are really calte sialler 
in proeeediure and techolques, The development of etandeard 
terninslogy would not only previde a more reete seane of 
ecupauring verioue types of Jeb ennlyeie gleng, but aleo 
would serve se & beele for atandardising veale job enslyels 
techeicuea, av wepposted later. 

Direct Cbeervation of Jote 

Thatewer the application or objective of je» analygeia, 
tie naceasary inforcetion #houlé be getten primarily through 
Girect observation, OF the plene reviewed, the oa lority 
previded for the use of questionnaires te some extent, any 
of theese provided for the excluaive nee of tile methai ef 
enniysis, frogreas where the letter precitioe iv in force 
cumtrinute greatly, it ta felt, te the abtitude of the few 
ho believe job anclyale teo unscientific and enijeetive, 

SCovievuely, since the average employer is net hired 
for bie feciiity in ¢Geeerihing fora, he usually ie quite ine 
capabie of conveying the valueble eee of information he 


(74) 

ey poereas repartiing bie job, Of courae, trere ie a 

place ard scettines « secoanity, for tim queettonnaire 

in the Job analyeia progret, in the analyele af white 
egllar’ jebe « combination direst ohgervel lonequest tonne ire 
nothec any be employed quite suecesefnliys io thie reapect, 
it ie puggeeted that the questionmmire be sont out te the 
employee in ecvence of the wieit By the emelyat. The Ine 
formation seourec serves oa a Saale for setablighing a 
rough and préelimivuary elasalfication of worw aetivitioa. 
thie enables the enedyet te plan Sie progren bebter, ar 

te prepers Ginself beferenerd? for the trpe of Joba he will 
enegucter, It is felt thet the eae of queetiomaires fer 
avelyaie of *hlwe e@liar® Joie, however, ahonld be avoided 
if pousitie, 

Shaterer the upplivetion of toe questionnaire, extrewe 

tare aheuld be given its prepeyation. iSen Figure 7 for « 
ugeentec formation.) The privcury ohjertive here im the 


provwielon for seperate seetions calling for the twhet!, 

‘heet, ami ‘why? the Job te performed, 2h in felt thet 

this may be a partial answer te the prebiem ef petting 
enpleyeee te deacribe net only their duties, but more tae 
portent, the extll required to perform thee. Conaepiowously 
ebeent are questions on length of tine required te learn «@ 

Job enc the education reqaired, 46 le felt thet thie ine 
forsetion, if nothing elec, euet be secured taponch analytics} 
oiwervetion aml questions by the anelyet if aay degree of 
etchPacy Le heneeugery.s 


ee ki 

Tee eften tie enpleyes, and even oie superviser, «re 
prone t6 eragceraie er fall to aialgse praperig, when 
anancr ing eueh ooeet Letts 

& Geeke SkL21 aAnelyede 

Pinmaliy, 1% i¢ felt thet the greatent need in the fleld 
ef Job anelogie ie far the cevelugemnt of » Seuie ond etemenie 
ieee plen for enmlyaing, one reporting Jos Cuties emt ei Liss 
enile « great pony evallevie worke outlise werieur procedurse 


for wecuring job isfermetion for suck gurpese ae wepe ewele 
vation, oF tie conutpoetion of aptitude tests, or reornliuents 
soot of thes have the game linitetiona, Ther weuelly mereig 
in¢ietie « etetesment, 8itheut weplanetion, that duties and 
ebilis eheuié be anelyved ond veeorded, The €etelle of bee 
thie gunald be seeomplisied ave frequently al¢entepgped, 
Pethber, thare te the subetitution of « atatement thet 14 Ie 
lnprestiogs to ileacwes «a singhe ple extensively eines is eli 
ectea the netore of the pretien deteraines the Joo enslyete 
ProhOGures 

he mabher whet the epplicetian or obfentive af te fob 
ensiyela, there do always one commen and easentitel require. 
montees gtarponiny evaluation aed ecourete reporting of duties 
ant skills ef jove, it iv ayreet, ovlp that the ppognt 
éeteii whieh oeed be presented in the job Gesertiption is deo 
tereine: by the nature of the efedy, For exemple, the ow cunt 
of Getell posetble or neteseery for presentation inom ¢ietion- 


PEN IAEA 


ary of egeupetian titles eonld certainiy te Pex lees than thet 


ive) 
meeted for ume in the somatruction of sehievement teatee 

She reeds Por research in better metheta of anelysing 
ed reperting evil) differentials vetween Jove to beeongng 
greater ami greater ee tiem goes One This in veteuse we 
ure experiencing « continuml inereasy in the momber end 
complexity of Jove Inte fiver and finer divietene, Pree 
quentiy, the dlgtinetion betecen thease from « #k1i2 stanie 
point ta eine? tepoeetbia ta determine with our present — 
jet atelyeis methote., 

Por exemple, in the ‘white eollur’ field, it fe quite 
commen to find the job af Seoretary orpeken oown into tieeee 
or evan four Jove, These seperate Jove, ciffering oniy tn 
tie cagree of euill calle’ for, ore vevalily Meptified by 
tities penging frow Secretary, Grade 4 for ienlor’), te 
heereterg, Grade b (or thimtert}. neh jJow divisions are 
probably een sore neamon in the hiwe e@llar' field. fepe, 
fer exeupie, we find the job of Jeber operseter treken dcewn 
inte espersie jobs titied Deete By Bp Cy Be caeh of the 
Jove, of course, involves different hiring reqoirenenta end 
Pay» 

in guth eagee of fob breakdown, unless the dletinetion 
$n Ski beteoen the various Jobe fa eleerly eteted in the 
jee deseription, only confusion ex? eentinnsal exployee 
grlevancea will rewult. A leek of diseriminating information 
wut necessarily inveive aubjective toterpretationgs 

Si best plane dewelepad #6 far heve attempted te enalyse 


(77) 
aville in terse of wental end/or phyreieal 'factors' or 
characteristiog, Por exexple, Denge brenke evi1i ¢own 
inte theres component factors, whick Se terme suecular, 
eeneory, emi thinking (with littie definition of these 
three categoriea, however), fle very general deftinltiien 
OF @ki31 foi lowes 


The word eikill ie used #166 & varlety 
of meanings, it may refer to crection! 
ability in art er sefonmes ac, we aponk of 
the skiliec artist or chemiet. if my sige 
nify power to wievslince or te perform. Ae 
in the onee of 8 toolenker, GSometioes 1% 


ef performance. it is characterised by pree 
elgion in evoriinetion of the senses, know= 
ledge of snetles involved, Pot all artists 
or ¢chealete, teolmekers, end machine eperators 
are ekLiled; mit 41] lndividuelis perforsing 
these eccupetions with high quality ef oute 
put ere akilie? im thelr respective lines.(1) 


in the pubiie eervies toe prebler of akili ts ettecked 
through uae of Five “Wltinete classification factors", which 


collectively constitute the beeie for personne) class ifinat ion 


they are: 


,, ‘ubject aatter, function, possesulct, 

oy Oooupalion represented. 
@. Pittioulty end oomplexity of dutieg. 
Se». eneupervisory reeponsibilitics. 
iupervisery and siwiniatrative reaponsi« 
WLI tied. i 
& Vemlifiestion atantarde. (8) 


Of the exieting teehniques thet might woet profitably be 


(1) BaWoR, Eugene J, § 


cb: 


New York, tho foremun's Ineatitute, 1640, pe fe 


(#) BARUCH, Ope Cites LBEQ, fs Wee 


(ve) 

ecrutinized end considered in the development of « baste 
eki1\ enelyele pien, the many Joo evaluation plane ia the 
privete field offer the greateeh possibilities. Sere such 
pessereh bee pone inte evelopment of the charsotertetion - 
or factors that beet @eacribe Joo akille, The reault has 
been the estebligiaent of a tranendeue number of faetera 
that ore clalest to seagure one sepect of s¥lli or enother. 
While the vitinate objective of wang Job evaluation plens 
ie a Quantitative expression of akili, tate ie elveye tened 
on o quelitetive deseription of ebiile prepared beforehand, 

sAttenpts have been mede te detercine whether or not 
there are fundamentel gqoalities or fattorea ehiieh enter te 
sone extent in every Job, ate which collectively woudd some 
prine at leaet bit basle akille of every Job. Figure & 
Silwetrates « job anelysle workabect Yaeed upon auch a statiz. 
In thie ease, tt wae aasumed through arelysie of eki1i factors 
devaloged in job eraiuation studies, that those aeili fectora 
porseiviy seamen te moet shep ent effiee Joba vere: Encte 
ledge of work seqeired tirengh eGucation; and/or Enewletge of 
werk gained torench experiences Reagensibiiityestupervleory or 
nenenpervisery for matters puerteining ta shape or offices 
Bentel sppliention, consisting of attrioutes euch ae Initietive, 
inpemulty, lemdepentent judgement, end adaptability, Dexterity, 
tonterned with pliyseical wanipulative ekillse required by fobe 
involving auch duties ae eperetion of ahep or office wach inet. 
it is noted that “Working Comiitions” is included on the 


(9) 

wortmheat. While thie ie not a ghill facter, it to common. 
ly required in the enslyete of ll Jove. 

the foregoing plan is far from belne the fins] angen 
to develapment of a beate #h11, analyele pien, of course. 
For one thing, possibly 16 wowld Se best to develope, rather, 
two bawle #kill plans, ne sould be designed for shay Jods, 
and the other for office Jobe, for 1t is quite €1ffiewlt to 
ceviae « plan te caver both. for engther thing, « preblem 
iswetiiately presented by thie plan te thet we de pet have 
ae yet eny apeeble etantarcinee gete regemiing the averece 
length and type of education or of experience required for 
at least representative Kinda of shop, clerical, technical, 
or adeiniatrative Jobese Tile wey reenlt in were eubjective 
detervination of thw extent te whieh the tee fectors, Zducee 
tion ané Enewledge, end oxperiense ang Required Enewledpe 
ere required of a worker by a jot. Thin, im iteeif, ie an 
Smportent pesearok: problem, particuieriy in the field of 
jos oveluation, where pay te based upon considerations of 
euch factera, However, it ie felt that the prinetiples ine 
volved tm thie anh simlier stivdtea are worthy of consideration 
ene furteer research ia the prebiesm of better determining and 
éeFining eeill. 

Future of dob Analyota 

There bas been « eteddy lnoreage in the etucy ef Joba in 
business, industry and the povernment alnce the very Peg inning 
of the Job srelyeie and tlaselfication movewents. Toe tLacraane 


(86) 
ta volume of job analysia work hae been avconpenied by 
bipnificant teprovesenta im job anelysia procedures and 
techniques. it ie beeoming a very specializes ectivity 
requiring the servings of poreonnel] apecialiy treined ta 
ite techniques, There can be Little Gonkt that Job exalyels 
#41) continue to grew in etature, end that (6 wll’ eventually 
SCRPY 446 OVOn mere slenifiecent place in gereonne) acsinietrae 
tion in governwent and imisetry., Thie would eleply sean 
thet thie setivity would Justify the confidence placed in 
ite preeent importance emi future prosige by recogniged 
eutiorities in public, private, ami ailitary senepament.s 


{@2) 
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PICURES 
Figure le-=Seuple Job Description Used in Industry 
Figure Bew-N"aval Job Analyate 
Figure S«e-Job Pamily Plan for Smpleyee Transfers 
Pigure ¢«-eJob Anelysis Checklist for Test Construction 
Pigure be<-/low CharteeApplication of Job Analysis te 
a Determination of Labor coate end Banpower 
Mequirenents. (for Governmental, Business, 
or Industriel Activity) 


Pigure G---Functional Relation of Job Anelysia to 
ingustrial Pesearch 


Figure YeeesA basic job analysis questionnetre 
Pigure Bees, tagic skill analysis reporting form 
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ProvRa 1 
Sauer ie 66 DESCRIPTION 
Falvehild Atrereft Division Yew fob 
Yeipehild iogine ené Airplane Corporation iebor Ceade 6 offec~ 
Ragerstown, “ary lend tive, gordisg wrion 


mecotietion. 


% Vat: ni or Ry AR 


sight ctcionly 


> NG, © NRMECEH Cele 
mis vas peumasiaae & eooha 
nies 


& @eWece@ treetment plant used oo seperst« and 


Tends 
purify Liquide from settiesasie solide in raw sewege from 
fiant @ ane 4, and te dispose of entilecble eelids; cone 
trois sent] — of valves 90 pumps the flew of ef (leant 


Bi 58 Bus deouter; purifies liquit before 
ethtetntny precerives Siew of chlorine 
Peering J eebeck Chactery, Neleteadioas 
end ourviane needled ve and aaehinery ang perforss 
and pecords resulte of elmple Galiy teat of presertbed 
semples of effluent «nd post onc preerhkiorinntied Ligeia. 


a ie 
fe 
este 3 
- + 


(fee Section 16 for description of eqalgaent, ant 
Sewage Treatment process. } 


ie Seguintieos Plow of settignhie galice from friuery 
Tonk toe Digester Yank, and flew of effluent fron decondery 
Bettiing Yank te Frionry Geanks controle elreuleation of 
eettilenhbia solide from hepper ot Frimery Tank to Digester 
Tank, and recireulation of effluent fren Senondary Settling 
Yank by sarusliy apeniny prescribed valves and pn 
apecifled awitehes to start posping wachinery. Yieue lily 
inepecta levels of slvége im boppere ct Prioery and Secondary; 
Yenke ent secertaing tine te helt flow by cleaing valves 
ane etopping pumping pachinery. 


(ons of Lenategvilled elementa of Job; consusea approx! 
metely 1O¢ of worker's tice.) 


& Controle puriffiestion of liquid: iInatelise reteaine 
ing tanks of chierine gas te ehlerinetor merhine by rolling 
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tank onte acele, weighing full tank, ent seantpoleting 
Pago a ettech pipe from chlorinater to out let valve 
boi ad * 


Stearte ent eijuete flew of gue by turning an weter 
@upply valves and walting until machine tegine te puli 
eiy in through vecwws relief valves turning on chlorine 
eylinger velven, oné sGjueting flew of chlerine te pree 
eeribed rete by means of control kash on front of menhines 
Visualiy cheeks proseribed rate of feed of chlorine | 
Comparing helgnt of water coluen in orifice meter wit 
#6619 abGaechec to orifice weber, 


Stopes flow of ehlorine gee during Low level of 
sewage flow by tlewling valves on chlorine cylinder, 
weiticg wntil chlorine pressure cauge reygiaters sero 
gi sie entere through vacuums relief vaies, and sitting 
ove water aupgly volves 


{one of ned Lomegh iLiad — er fob; eongumee 
apprexiontely 160 of eorker's tine 


Se Ferforne, ond recorie regulte of aleplea testa of 
effluent, end om poet arm! preechlerinated —— deter 
mines alkalinity or welaity af effluent by « sieple aaa 
cosperigon test, tea, eddine « prestrivet seount of 
ecloring agent te sexple of effluent, traerting colored 
epecingn act tlear specimen in conpeorater, and eomparing 
stemieré colors on Glec in frent of elear’ specioen with 
eclored gempie. Ffecoerds reeiing ebtelined froe ler hen 
eolers are weet sivuiler., Gasually ettaings seaple of pree 
chlorinated Liquid and perforse simple test to @etereine 
whether oxen content is a spenifie? level ie at@ing 
preeeribed eolaring scent te eueple ané wiseally lnapecte 
ing color of sexple after specified lapse of time, 


Perform anc recorie pinllar teat with different 
celering agent and epler Giec in comparator for teat of post 
¢hicrinsetec linuid. 


Votercines amount of gettieuklo eolide in effluent b 
eljowing « preseriteé vwoelise of effluent ta etemd in flask 
Sor « apecified time; reenrde volume of wolld ootatnet by 
inege¢ting gyrwucated seele etched on Claak: ¢etercines 
preserived aecouct of chlorine edded te eater, in parts per 
pte eo bY & @ingle aeritimetic conputation and recormis 
resulta. 


Sey recorc teaperntiuve of naiv, direotion and velonitty 
of wing, end inforsetion concerning daily geners] voather 
eonditions obtained by teluphone from sirport of flees 


iGne of highesteskilled elements of Job; comeumes 
approx imate Ly ibs of worker's tine.) 
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4. ferforve ainor repaire on, and services seckinery; 
perforas minor reprire on sachin Su0h ee Comioutor or 
wunp shafte, Gy senipulating wrenches, acrew driver, end 
Mme, to Peplace worn cutter, shear bara, or combe on 
Sereoninga Comin tor or £o replace all equipment ased to 
tap infileent and effluent through treatment precese by 
Olling or as preceribed Fittings on e packings 
hearings, wid Gharte, 6iuéae treage ie Settling Senk, are 
roter of Sereening Cowinutor in Vet oll at apeecified 
interveale during work week, 


iupervises avi vievelly imepects tallding, eculpment, 
art surroonding groveie for cleanliness. 


(fbe highewt-akilled element of jody consumes apprexte 
wetedy B40 of workertse tiene.) 


Se Checke aperetions of Digester Tene, decents Liquid 
fron Digester, end ehetrs record of delly sewepe Plew, 
checks amount of cas accumulated fn Digester, and tenpera« 
ture ef eludge in digester by visually ineperting gauges 
and pegerding thermometer, (A prenerived cegree of tempore 
bury ola ira 38 SGintiaines setomatically by @ tioernon te 
tle contre) on a gas furnace.) Say Light fire tm ofl fare 
mete tO mintiain Digestor temperatures if gas furnaoe te not 
operant tree : 

ecents liquid from setitienble seiid in bigester at 
prescritved intervaie of tine by eanipulating levers te 
apenm ane Clone valves. pie 

checks and recerie rete ef delly sewage flow by 
visually observing Sewage Venturi Geter anc recerting deta 
ebtained from graphed ¢harte 


(one of weiiumeskilied elesents ef job: consumes 
approximately 107 of worker's time.) 


& Wevilater Flew of euttiiesble sclids from Digester 
Go teyiny Redes Controle elrewletion of settles ble solide 
from Oigeetor te Drying Sed by aernipulebing Levers to open 
preeacribe: welves, and preeging awiticr to atert operation 
OF pump, Visumliy inepectsa lere) of slutge tn drying beds, 
ani detersines time te etop flow Wr manipaleting Javere te 
elese valves, and preesing ewlies te step punp machinery, 


(Gye of Leawtegkilie? elements of fobs consumes 
approximately 16 of werwer's tine.) 


VIGHL Bh LeRGRT, BCP LALS BBL SUPPLIES 
* 


Bis L pase t 


de 


ue 


(86) 
Be PROCESS AD DIPRO? PROCNSSING Bet IPM 


Tie hacia 4 pet aot (pudlt i pte on Goa) 
Sé® ¢eeentieliy an @leetrically driven grinder which 
reduces comreae golide te finer, settlienDle aise by the 
eetion of cutters oné eheor bare Go counted on roteting 
éyum as te pees pertielly toroagh « etetionery ecoub, 
Solids not reduced by grincer are manvelly pared from 
comerpete trough in fet Veli. infivent to removed fron 
Ret eli oy the individual or combined apersts on of 
three electrically driven centrifuge! o whleh ere 
eutenstiieaily aterted aad stepped ty & mu t pleecontact 
float switch eecording te level of influent in Wet %el), 
ine posp aay be operated by an euxilery cesoline engine 
in cnae of electric current fellure, 


fae infleent is forced from the Yet Sell pay er tae 
vounturd aeter tude oipes inte the conerete & 
i SHIRDI KOs were the settlers sle 
are slowly moved, avoiding tursulenee in the Sestas” 
inte # conerets Jopper, io'ni'ae', by wooden Eludie 


EXAGR> 


The slew, steety motion ef the Trace ta achieved ty 
ge chains eerste the drage over a ceared sprocle 


fhe settlestie eolica are pumped from the fepper, of 
Agr pits intervals during thee week, ant forcec inte 

My tee Digester Tank ie ecirewler tn 
shape, eoree mately Let eep by £0' in dismeter, and 
3a fitted wLEh @ vacate i te provice for gube 
mar _onee of #221 booven als, ant tae epllect akudgs 
Eee, The banked, Shewenbinaliy genie, aed ineuleted 
concrete tenk reate on « cone abhaped, " Uinwerted } ree 
teining beein. 


The sotileabie solide rewein in the Digestor for se pree 
gorined length of time at « agenified degree of tengersa= 
tere, This treatwent cauges « barteriel eetivity tn the 
eeiid te throw off a weete pete 


She sludge gee not ubilinaed tn tse thernestatically 
reculeted, gae fired taller fer both bullding aml digeetér 
ci ng eyoten he plged te the roof ef the tullding end 


* 


Be 


le 
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The sludge, after a preseribet interval in the 
Digester, te pumped inte gless-housed sludge 

eis, epproximetely 41'a@é'zS', and removed for 
posel efter 1t is auffielentiy. arye 


The Liquid in the Digestor is decanted (drained) from 
the tank back into the Wet Yell at prescribed intervals 
to avoid building up ap exeess in the tanks 


Disposal ef offlvent: 


The overflow of effluent ign the ty tanks is 
seoparatec when run through 
congiats of @ rotery distrive or y Feactlion of 
pincer fleeing through épreacer sees ta four diatributor 

arse which epray effluent over a cirenlar bed of Limes 
etone rocks, 40' in dianeter ami &' deep, The effluent 
Grains from the tile ent conerete begin of the Filter 
inte the Secondary Settling Tank 38'xl9'x)', 


The esettleable solids resoved from the floor of the 
Secondary Tank by aluége drage are recirculated through 
pumps te the Yrimary aeons and the overflow of effluent 


designed to drain the effluent 
@ Send Pilter Dede. 


Tie liquide are carried from the basin of the Send 

Filters, ¢ech one S2'xdd'ad! to a fe a pact 

Chasber, approximately 10'x10'n?*, where It is puri? ted 
¥ contact with chlorine gas and "ees of through 

an Outfell sewer, 

Be AVKAILIARY KQUIPRENT OF ESSENTIAL DAILY IMPORTANCE 

Laboretory Equipments: 


tyé¢rogen#Ion Comparator, used to determine Nydrogene 
toe eontent of effluent by so visual comperlaon of e@ 
cpecinen of effluent with added preacribed coloring 
reagent, with « standerd colored dise. The Comparator, 
about the sise of « miniature camera, is hele in one 
hand and the dise is manually revelveé wntil the colored 
Specimen anc the standard color on the disc closely 
mateh. The ByérogeneIon content reading le obteined 
from a decimal figure on the edge of the selected disc. 
(Aneutral roading is 7.0; above this the effluent is 
alkaline, end below it te acids) 


tee Dosing ar: approximately @3'xl2'xG', ahs three 


ie 
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& teat to detercine tke amount of ehlopine in the 
postecholorinatead water ia performed in ilke menner 
Bak with « @ifferent standerd coler diac om eitferent 
ooloring reagwrite 


be An Imnoff Classe cone of 1 liter volume {2 used to 
ceternineg the cuble ecéntioetera of eetticeblie enl44 

in the effluent by ellewing 1 Liter of offlwent te 
esttle in the cone for two hours and views liy eome 
poring Level of eolid in the better with the gradtveted 
scale etehed om the plaese 


G» Cleese beehkera of varying capecity are veed te 
vevopiiy obtiein anuplea for teste fren epecified tanks 
aS preecrifec tines. 


a, &n @lectric refrigereter, aiciler ta theae for 
household use, is oged for petudining epertivena of 
effluent ot a graseribed Cegres of tengeruture, 


@. Uther Laborstory equigment eonelets of retortea, 
teat tubes, brungean burner, Tlliver papers, glees ard 
rubber eteppers, toercametera, gipete, etirring rod, 
fevcetes for not or cold water, end « avell oven; supe 
boart for cheslvale: spelytios) belense smd eoighte for 
“Cigning chenleals. 


Other Avusiltery oqulpments 


BAe ce 250 Siorwen Chlcrinateor: A viglble vacuum 
tye, eoietion eee culorinater, POY earicm 1. pelo | 
about the eive of « eater cooler, yeed to regulate the 
flew of gas fron cylingers te ginee bell far on tep 
af seoaine conteloing chlorine pressure reducing valve, 
waewus relief float, end orifices meter through whieh 
gaa Le drawn b7 guction of main flew ef water through 
eochine te point of application (Conptert Chamber). 
Cperater turna knob on front ef mocine te regulate 
ehloring rate of feed av regiatered en erele attached 
to orifice seter, 


i rE EE een | Gaekt for beth Pigestor and 
tulidin; seating eyatene conglate af nh orily, «@ 
burier ter eluége Shsepter eae with thernostat ie phiet; 
water oreseure ani texperature regulator with vieltle 
genges. in comjenetion with thie furnace are tiwes 
wielole guuger to regiater the emyant of gaa, in cublie 
feet, serumilated in the digester, the amount of gee 
geet for the gee furnace, end the emount of wante pas 
belex went te vorner on the roof. 


&. OL) Fired Soilers Usexod for both buliding end Digest or 
nesting Byalens when the quentity of cos Le not euffleient 
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te allow nee of gee furmece, Thin fornece also hes 
thernostatiie control, with water pressure end tecgeree 
ture raguiatere. 


‘ 


Shersonete A apring clack ériven 
penpere ture fiuetuations of 


sae in ‘piceetor fenle by prolltes graphed chart paper 
Pest & PRCONIIGg pets Tne eharte ‘BEE thasgee? e% pren 
ecribed weekiy intervals oy FRSATRENT LAUY ATPREDART, 


Gore taliy = Plow inrount 
in etpe Line fren Ret elt te Pr towry Seeatioe Pant, por 
oonelete of priserliy the venturt tube, ond an indleating 
yocording and igus gtd ériven by « sclfeeterting 
tlectric clock motor. inetrument indicates and ree 
corde inptenteneous rete of soweve Slow tn tworee of 
gellcne/sinete, gellcos/iey. fhe reverding court te 
Shanged Geiivs 


f. Osnere 


Peiroarte Ceale, used te welgh tere conteining Chicrine 
Cate 


Chierine eylinders about the aase else #6 an oxygen tank 
8 &@ gee welding unit, weed to retain purifvling gee for 
@a LE. 


VeleAe ievinetpini Goe Seek, ip Gor with inetruections, 
weet in cane of severe leeke in chicrinstion areteny 
ecueletse of privertiy e robber fece phlece and flesible 
tube, commected to the replaceable canteter. 


Tooker 


Steplacder, shovel anc rales seree Crivers, haere, 
eranohes, Erenne Gund, emi hen tools neseeacry ta 
service pumping machinery, sereenings Comeiniter, and 
ledge @rages rabber hose for watering gresag vreahes 
te geruh seu Line from tenks, 


Prometecé Pron 
Promoted Tos 
Sraneferreple tos 
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eT 


TRI a a ee | 
Huet be able to epeak, read, ami write Unglieky te 
weke aelmaple arithmetic computat lone, 


~ i Os 


DS test ee ey 


Six aenthd' experience meceasary to beecee preficient 
in attending sewage treatment plant, lets performing miner 
repuire on and eervicing pumping mselinery, performing 
siople teete on affluent en post ant preechlerineted weter 
ene pecuriing reaulte, cbteining emi receriing dete en 
weetier conditions, msripulating valve levers end ewiteches 
to pup influent on? effivwent te end froe tanks, attaching 
ehicrige erylinder te chierinetor wet edjoating velve te 
tentrel flew af gae threngh chlorineteor te content chamber, 
ten@ing en O21 furnace by igniting ond extinguiehing Tlemme, 
wmbing Pepehitive visual cheek of recorliecg thermometer, 
gue pressure ceugea, und geuges on shlerinater: vleually 
ineperting verturt moter, recording vate of Cally sewage 
fiew, end charging chart in sewape «enturl meter. 


ce a 


BLES We BEE 
wupervieorys 


Yeceivee general superviaion from FORAT, Baintenanees 
Hay eupervine ge tele helpers 


Otaer Keaponaloilitiess . 

hegponea ible for purity of waste waler eaptving inte 
oy ee for gorfarming and recowiing simple repetitivs test 
or effivent and post and preechlorinstad water, for perform 
ing miner repoire on and eervielng pumping wechinery, aludge 
Grage, “6% Trickling Fliter; for ebtelming end recorcing 
fata soneerning weather conditions, for seintaling Sereenings 
Comminuter, am reglecing worn cutter, shear bere, or cumbe 
on Commimuter, for asinteining preeeribed temperature in 
bigeetor Tasks for viavally imepecting Digester Reapers ture 
Kecormier af specified periods of tine, and changing chart 
in Zenperature Recorder at wankly tntervale; for attaching 
Chiorine eylinger to Chierinater and edjuating know te 
eeuse preaserivec eaqunt of gee to flow inte weter purifying 
thember; for¢heanliness of bolldings, enuipment, and 
Surrounding groucnday for visuelly Inepecting venterd meter 
end peeerding rete of ¢ally sesece Clow and chenging eheart 
in sewege ventarl meter, 


Careless senigulation of digester cae velven end feulty 
wperation of flaxwe trape eculd reenit in en explosion eave ing 


(@h)} 


Javece to eqeigsent posaibiy emounting be thovgand of 
SOLAR TB e 


improper vse of Comparator, complete seglect of gresert 
oi daily teats by ATTINDANT, e643 earolean application of 
ehicrine to waote water eateet result in davape eudte posale 
bly ssounting to Uheemania of dcollares 


ATTASCAST musk enereieoe oere when handling ehlerine 
eyiinders to prevent serious injury to others threngh 
accidental literetion oF fe. 


Huet exercise tare to perfore ent record repetitive 
teet of affluent, poet and preechier tiated water; to — 
menigulate valve levere and pump awitehee te fares ef fivent 
te and (row epecifiec tania; te at juet cee preesure as 
registered on contra] dials; toe vieusliy Inepect ang change 
graph in vocording therwometer, and to se intain preseribed 
bewperature of alutige in digester, te ¢lavelliy inepect 
venturi meter, recom rate of delly eewe,o flow and chenge 
chert in gewnce venturi eter, 


BS 
” 


aes BSE MS |g 


ie eS 


Huet powecas waruel ami viawel evility te wee wrenehea, 
ecree ¢rivera, Sewaere, ond hané tesla necesaory tao porforn 
iner PepEdrs On menhlnery.s 


Supreuntingea’ Cool working acexiitions, AhPSeDar? 
seeagionslis exposed to @laapresatle 
Clore 


Pagarien senidenteal iinereation of chlorine gaa, or 
eapleeion of Digester Tank through faulty 
operatian of Fleme traps eould result in 
fetal dienbility or death of ATTAVDANT, 


Light physical exertion require’ to handle tools veed 
t® maintain aeohinery, end to wankynleate valve levers, 
Soldem Lifts over 80 poumtia, may Lift heavier weighte with 


(82) 


espietance of helper, ATTOPIAST meet mot be afflicted with 
cadieialied or Granehitia due te poesibiilty of irritation 
through weaveidable exposure te wild coneentretione of 


ehloring. ATToUEAYY must not be color blind in erder to 
vieunsliy eompere apecioune in Bydregeneion Canpereter. 


The Liquid dtecherge Slewinw from a treate 


iealyet & 


net, Tabet 
Ctilienbien Dep' 
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PLONE B 


MAPOR GROUP 2, TACHNICAL MAUUAL BRITING (O00-00E 

“we GOO teiterial Aseletant, Grede A Le 
wine COL litertal fgeletant, Srede 8 ev 
Sadia CGR Bditeriel dsaietent, Grade ¢ iu? 
MAOH OWOTE B, RECSANICAL TRDOOTRATING (O0%aD])4) 

oo eae Gov Berhenion) Ulnetrateor, rade & Lv? 
seated oon Yechunionl Tllustrater, Grade B ie? 
ciaahed OUe vecbanicel Tlivetreter, rade ¢ ie? 
BATON OROUY B, BACHIRRINMOPARTS FINISEING, Anco RLy ae Laroue 


Subgroup A» Ferhs ent Sool vores 
Took ane Cie Baker 1G, 1e8 
#ig Sullder, Floor LO, 108 


Sane Yethanie, Grade & 100 
Fool and #ig Mechanic, Trade A L9S 


Feneh Neahaniea, Orede Fi ANG, 108 
Sook and dig Mechanie, Orede 9 Le8 


saaonblor, Pittings 162, LTG, Lag 
dip Palider Yelper Loe 
103, 108 


sa wg ee St YY Me 


i 


Saw Filer Sek 
Habgwouy C» tes 
iagout Ban, Teaplate~we’rede 4 198, 160 
leyout Van, Zaenining, Srede A icl 
layout Ban, Texpletesstrade f 108, 190 
isyout fan, Suthining, Grade # 101 


phew 


@er fm & 


Ke 


Se 


Oe 
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FIGURE 4 
POU ANAIYOIG CHECELIGT FOR yaeT comernverion(2) 
IPERTIFICAv ice oF THE 2He 
Fame of the oseupation. Identifying syebel., Alter 
pative nmmee, Fages emt locations ef departeents in 


which the work ta carried On. Sleliar ocecugations 
from whieh or te whieh workers could Oe traneferred. 


KURERE REP LOVED 


Prevent Fores, ‘4nticipated reguliresente, 

ctateaent of the duties, funeticne ané responsibilities 

esonentes with the Job. Thies should be « bread identi« 

fying statenent, and ehoulé not cover the pba or 

enyrying wat these duties mor the abilitiee required, 
PSCHNICAL BQCTPRESS 


ae Wheat wind of teoleY Whe supplies thee: Pho 
reaparetble for their upkeep? 


teachings: Vhet type? in what condition? Ene ta 
ree pone i} ble for upkeap? 


htevinles het kinds het verietionst Deseriptien 


ae 
BSACY OF BHAT ICONS 


Tht @tect Guties and the weye im whien they are carried 
Gute Thie ehould be in narrative fors ent in great 
Geteli, Operations bheuld be Lieted numerically in 
eequence, Tegin ence iter «ith en active verb. Olve 
the ancint of tine devoted te each operation and ite 
relative isyportenc@®., Describe the exact metiona in 
form that sey b¢ aupgeetive of text cone tructions 
Chat parte the boty are weed: Jee “uovenents stenday- 
iged? het repaire or edjusteents te be aachines or 
GQulpment dose the worker have ta aabeTt 


gm Oe pay _ — ané PRETR, 
TL yonolosy, (Sow Yorks 
: ue ? De Le 
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Ge. CONDITIONS oF worm 


tions ventory, office, ineide, outaide, overhead, 
CRY rel * 


Yentlletion, temperature, humidity, iLiueinee 


tine: vermenent, teapercry, day, night, hovore af labor 
per day, bourse per week, evertios, peak leads, unie 
rorulty of work, reset peuses, Lunch hour, voce tlonss. 


ret Standing, sitting, stooping, walking, clisbing 
He, Lifting, kneelinge 


it Guiek, sogerate, slot, veriotions fn speed. 
Woossatty for turning aut work extrecnely feet to meet 
an emergency. 


hae 3s Coprac, fine, erecting. Feasibility of loas 
Larong2: Smaeceurec ys 
Varied, routine, enotencus, sinned. 


Sie gam oe Gerva strain, eye etrain, puyoiecal 
an (igavy, wodius, light), soleture, heat, éust, 
funee, aciiv, exposure to weathers 


Seuiternt Savarig: Slispery floore, uoguarded mechinery, 
pelniec toola, rayidily eaoving obfecte, Iieblliity te 


mo tenn Senet Dirt, nolas, oll, ang othere 
ET ERT: 7 'hurablone Fetiguee. “Dat ere the 
neve frequent or seriou grieve nese? 


Cleaniinges, prestige, coupentonehhy 


wot ieetoress “oes toe meenegee Sore aione or with 
beer if oe permitted to talk? Sow alowe te tire 
eussestaion over bin? 


es bins thet etentarte gueat be met? Zow 
inpapertion uwiifers enc equitable? 


Mit vonthly, weakly, biweekly, dalic, hourly, 
p — guaranteed hourly ginieun plus bene, cherk, 
we Cah hie 


aft AvVeruce engi, reng® Of gay, starting pag, 
Heke obtelnekle. Cow oftes are advances in pay civent 


(e7) 
geniuses then given? Sow auch? Os 


rs RAGS fe BJ. ay ii F oy ROGET» anoenenne ind ring enant of 
yules, apotince. 


Go FOWwPTRAPCIAL FRCP ITTE ABD RERARLS 


Gocial pewarde for goo! works. Incentives to apeed and 
tee quality ef outgut. Freetize connected with the 


* 
Ve SRAINING 


ie treiniog given by the tompang? in veatibule achool 
or om the Job? het does 1% eaverT Few long toes it 

leet? Sow much Coes ft cost te train a worker? het 

percentauce of nee workers comet? the traisiog? cow 

le the worker palé during tre tning? 


20, BROADER GOCIAL abrRete OF TRE GR 
What are the ambitions and idepise of the workers? “het 
are their atandarda of gusceos? Phat anployee service 
goes the eoapeany wake evelieble? Mompitel, ineurence, 
sick beneSite, pereianws, loans, exployes stock oepere 
ehip, expleyee representation in senspement, soeiad 
work, night tinkees, recreation, hee orpen, housings 
Chat ia the peyeholopioad effeet of the fob on the 
worker? Yhet sert of dees Life do the workers hove? 
Whet are their Living veométitions tm panerel outaide of 
the fsetery: Fatigue, recrectien, tenpersnes, marriage. 
Seelal status of fellow rorkerés 


Aig BELATICN FO is JORs 


Orgenivation charts, showing Linea of promotion, lines & 
euthority lines of rowtine greeedure, Conparigon with 
other Jobe in regard to salary, opportunity for prow 
motion, preatize, sad eo forth, te the eequired #8111 
eh aeeet cuteide of the company? 


12 EMPLOYRRET CORE TP TORS 


eps we sere workers selected’ Sow effletent is 

wetsohT Beet other cetheta have been ceed: Phat 
aaa 4 inprovetmeteota of aelection sccomplisn? Sources 
of supply, Unions. 


fresotion and Ypenstert het opportunities for wither? 
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